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THIS IS THE UNDERWOOD FORUM 


This new electric typewriter with both carbon ribbon and 
fabric ribbon offers a unique combination of advanced fea- 
tures, outstanding beauty and sturdy dependability. In the 
exceptional beauty and readability of its typescript the Forum 
offers businessmen a way to make every typewritten message 
more important, more impressive and more complimentary 
to the recipient. When used for high-level correspondence 
the Forum’s carbon ribbon provides impressive color-con- 
trast, while for routine typing assignments the fabric ribbon 
may be preferred. (For cutting stencils, of course, the Forum 
may be adjusted to use neither ribbon.) Such features as the 
title-centering scale and reverse tabulation help to make the 
Forum one of management's most efficient office tools. For a 
demonstration, telephone your local Underwood representa- 
tive. Underwood Corporation, One Park Ave., N.Y.16, N.Y. 
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NEW FROM KODAK... 
VERIFAX AUTO-TWIN COPIER 


motorized for fast, easy operation 


Now... make Verifax copies of 2 letters at a time! 


(or copy forms, drawings, and documents as large as II x 17 inches ) 


Kodak’s new Verifax Auto-Twin Copier 
doubles your output in routine copying— 
makes 10 Verifax copies (5 copies from 
each of 2 letter-size items) in a minute! 
What's just as important, it extends your 
copying range to include the popular 
11x17-inch erigineering drawing size and 
equally large office forms. A 4-page office 
form, for example, can be copied on the 
front and back of a single sheet of paper. 


For demonstration phone your Verifax 


_ Yerifax Copying 


e+. GIVES YOU EXTRA COPIES FOR LESS THAN 1¢ EACH 


dealer. (See Yellow Pages, under Dupli- 
cating or Photocopying Machines.) 
eeeseeee MAIL COUPON TODAY eeeee 
213-11 


an - ‘ 
« Eastman Kodak Company 
e Business Photo Methods Division 
* Rochester 4, N. Y. 

Please send free folder giving full details on 
new Verifax Auto-Twin Copier. 


CO) Check if you have a Verifax Copier. 


Name 





Company 





Street 





State 


City Zone 
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AMERICAN DATA MACHINES, INC. © 7 COMMERCIAL STREET @ HICKSVILLE, LONG ISLAND, N.Y. @ WElls 8-9800 
For More Information Circle No. 388 
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NOVEMBER, 1961 
VOL. 54, No. 6 


How We Achieved a Profitable Suggestion System... . . 
Step-by-step procedure shows how to start and administer a suggestion 
system that should prove profitable to both employees and employer. 
HAROLD S. SHARP 
Some Praise for the Lazy Employee . . 
Hospital’s Dictation System 
Heading Up Personnel Records With Addressing Equipment . sie 
When all records are imprinted with basic employee data from ¢ a 
single source, no detail of personnel administration can be overlooked. 
Management has complete records and employee morale is maintained. 
DONALD L. BRUSH 
Calculated Bidding for Successful Competitive Pricing 
Intelligent operating information allows effective cost reduction for 
truly competitive bidding during tight business periods. 
WILLIAM H. POLDEN 
Some Faults to Avoid When Preparing Statistical Charts . . 
Charts which are misleading or difficult to readily interpret were better 
never drawn. But often the very nature of statistics makes chart 
designing a perplexing problem. SEYMOUR ETKIN 
We Don’t Need a Complete Functional File to Control Our Forms 
We learned the rules and found them to be generally true. Then an- 
other factor entered and more than offset the effect of the factor we 
had thought to be dominant. GEORGE BIEK 
Technological Changes in Ribbons and Carbons 
57 Ways to Save Money .. 
The following subjects are covered: controlling reports, mailing opera- 
tions, Stationery supplies, copying and duplicating, buying forms. 
RAY MARIEN 
Measuring Machine Utilization 
A simple, inexpensive method to determine if you need more or faster 
equipment, and if and when your present machines can do addi- 
tional work. WALT FRISBIE 
New National Driver Register Uses All Types of Data Media . 
The dangerous driver may no longer be able to register his car in 
another state when his driver's license is revoked, thanks to modern 
data processing. 
Faster Magnetic Tapes 160 
Retail Sales Data System . 162 
One-Man Machine Proofreading System 167 
Panel Wire Remover .... 168 
A Lower Priced Punched Card ‘Computer System 172 
Records Machine Use .. 182 
Credit League Likes Tab Card Addressing 184 
Order-Invoice System Saves $7700 a Year 278 


THE OFFICE Product Index New Products 198 
Letters : Literature from the Manufacturers .. 257 


New Books be : 
Camera! News of the Office 284 


Right or Wrong in Employee Relations 129 News of the Industry as 292 
THE OFFICE on —_ 135 National Conference & Exhibit Calendar 303 
Automatic Systems As We See It ; 


CIRCULATION OF THIS ISSUE 62,000 





EMPTY CHAIRS 
cost you money 


People who are not at their work stations 
cost you money. Look at the people in 


your office who are at their desks now... 
William Schulhof, Publisher 
Are they sitti 

sediaaiou: William R. Schulhof, Editor 
chair seats ? James Gorman, Managing Editor 


ADVERTISING OFFICES: 
New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 
IMinois & Wisconsin: Fred E. Zindier, 20 N. Wacker 
— Drive, Chicago 6, Illinois. ANdover 3-2668 
Are they neglecting Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
to use the backrests tabula County), Ohio. Orwell 437-6353 
on their chairs ? California: Douglas C. Lance, 562 Bellefontaine 
- St., Pasadena, Calif. Murray 2-1464 
Western Europe: Heino E, Braumueller, Koppel 89 
Hamburg 1, Germany. 24 74 17 
—-? Direct inquiries from other areas to 
Are they slouching or New York office. 
squirming in an effort * 


to be comfortable ? 
— v NG Subscriptions: one year $5; two years $7 to U.S. 
= & Possessions. Foreign: one yéar $6, two years $8. 


is i H 50¢ a copy in the U.S., 75¢ a copy foreign. Back 
If this is happening, you have issues $1 each. When ‘changing your mailing ad- 


the wrong chairs and it is costing dress, please give six weeks’ notice and provide 
you money to keep them! both your old and new addresses, as well as your 


People like comfort, and they won't att title, company name and postal zone number. 
for long in uncomfortable or improperly * 

fitted chairs. The answer? Visit your Tue OFFice is published the first. of every month by 
Harter dealer. Only there will you find a Office Publications, Inc., 232 Madison Ave., New 
completely equipped Seating Center that York 16, N. Y. LExington 2-2245, Cables: Wilhof, 
takes the guesswork out of buying chairs. New York; Accepted as controlled circulation pub- 
You see, try, compare before you buy. leation at East Stroudsburg, Pa. Printed in U.S.A. 
And regardless of your budget, you are ® Office Publications, Inc. Entire contents 
assured of correct chairs for each job , © Copyright 1961, Office Publications, Inc. All Rights 
function in your office. Switch to Harter! DER. DURES AGES. 





Also publishers of: 


For Harter Seating Center Location and further 
information, attach this coupon to your letter- La OFICINA (Spanish language annual) 


head and mail to: 
OFFICE EQUIPMENT EXPORTER (annual) 
HARTER CORPORATION 
1104 Prairie, Sturgis, Michigan ' The CANADIAN OFFICE (published monthly 


Canada: ; in Canada) 
Harter Metal Furniture, Ltd., 139 Cardigan, Guelph, Ont. 


Mexico: ' Member of: 


Briones-Harter, S.A., Lago Iseo 96, Mexico 17, D.F. ' 
New Zealand—Australia: Gs National Business Publications, Inc. 


Morrison Industries, Hastings, New Zealand —— 
Business Publications Audit of Circulation, Inc. 
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DO YOU KNOW? 


YOU KNOW? The OBLIQUE System is the 


most revolutionary idea in filing ever pre- 


sented to the American public. 


YOU KNOW? OBLIQUE Filing gives all of 
the convenience of the suspended folder now 
used in the four drawer files on less than one- 
half the floor space required by four drawer 


files. 


YOU KNOW? The OBLIQUE System gives ail 
the advantages of Shelf filing without the 
sagging and difficulty of operction and with 


NO side support! 


YOU KNOW? There is over 65 years of re- 
search behind the OBLIQUE Filing System! 


YOU KNOW? You can have TWICE the filing 
on much less floor space than You now use 


and for far less money! 


WITH THIS IN MIND DO YOU BELIEVE THIS SYS- 
TEM WILL REPLACE FOUR DRAWER FILES IN THE 
UNITED STATES? — IT IS DOING IT IN EUROPE! 


WRITE FOR THE STORY 


c’ GBUW 0 


R. P. GILLOTTE, CO. ITS EVOLUTION AND 


1222 Sumter St. HOW IT CAN HELP YOU 
Columbia, S$. C. 
For More Information Circle No. 203 
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Sheer beauty... 


THE DRAPERY FABRIC THAT’S NEVER FRAGILE, od YS 


FLAMEPROOF ANP RUGGEDLY RESISTANT TO HARDEST WEAR 




















Photo: Florida Federation of 
Garden Clubs, Winter Park, Flo 


The unique properties of Saranspun fabrics make them ideal for curtains and draperies in public 
‘places. Soft and lovely, they hang in luxurious folds that are a decorator's delight. Yet Saran- 
spun is equally tough and abrasion-resistant . . . never fragile or brittle. Inherently flameproof, 
it is unaffected by moisture or humidity. It may be washed or dry-cleaned according to simple 
instructions. It is made in beautiful prints and richly textured solid colors. 


ee ee 
TAY SARANSPUN -WOVEN BY: J. P. STEVENS & CO., INC 
ss x SARAN FIBERS PRODUCED BY THE FILAMENT AND YARNS DIVISION OF 
org: NATIONAL PLASTIC PRODUCTS COMPANY, INC. 


80% SARAN 
20% VISCOSE RAYON 


ODENTON, MARYLAND 
MANUFACTURERS OF NEVAMAR 


Ce. * 
© eCt PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. 


Refer to pages listed for information on each. 


Further details 


can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. 


Reader inquiry card numbers are at the 


bottom of individual advertisements. 


PRODUCT 


ACCOUNTING MACHINES 
President 


PAGE 


229 


ADDING MACHINES 
NCR . 

Odhner 

Regna . 

Totalia . 


161 
170, 171 
71 


188, 189 


ADDRESS BOOKS 
Visi-Ref 283 


ADDRESSING EQUIPMENT 


Cheshire . ; 245 
Elliott ... 40, 41 
Master . 258 
Quik-Kards 260 
Scriptomatic . 133 
Thermo-Fax 121 
Zip-O-Riter 186 


118, 119, 120, 


BILLING MACHINES 
Notamat . 


BINDERS 


Accopress 
Cycolok .. 
Faultless . 


BLUEPRINT FILES 


Plan Hold 
Scott-Rice 


BOOK RACKS 
Rol-Rack 


BOOKS 


Forms Manual . 
Playscript Procedure 


BRIEF CASES 
Stebco 


CALCULATORS 
Bohn Contex ... 
Dieh 

Marchant . 
Monro-Matic 
Numeria 

WOE ows 


CALENDARS 


Defiance . 270 
WE sadeos a cass 277 


CARBON COPY SETS 


Huron meets 
Letterex .... 


191 
298 


PRODUCT 


CARBON PAPER 


Colonial 
Curtis-Young 28 
Flagship ... 294 
MultiKopy 105 
Old Town . 196 
Park Lane Outer Back Cover 
Rose... 66 


PAGE 


75 


CARBONLESS PAPER 


NCR 48 


CASH REGISTER PARTS 


Cashere 278 


CASH REGISTERS 
Regna 


CHAIR COVERS 
Coverteers 


CHAIRS 


Clarin 
Cole . 
Harter 
Virco 


CHECKWRITERS 
Wellon 


CHRISTMAS GIFTS 


Automated Gift Plan 
Stebco . 


CLEANING CLOTHS 
Masslinn 


CLOTHES RACKS 


Bevco .... 
Executive 
Office Valet 


COLLATORS 
Col-A-Tron 
Halverson 
Maceymatic 
Thomas . 


CONTROL BOARDS 


Boardmaster 
Magnetic Visual 
Produc-Trol 
Visual Magnetic 


CONVEYORS 
Mercury 


«<—For More Information Circle No. 198 


PRODUCT 


COPYHOLDERS 
Copy-Right 
Rite-Line . 
Scotty ... 


COPYING MACHINES 


Copycat 
Ektalith 
Electro-Rex 
Fotomate 
Masterfax 
Ozafax . 
Photek ... 
Photo-Master 
Photorapid 
Photostat . 
Speed-O-Print . 
Thermo-Fax ... 
Transamatic .... 
Transfer-A-Matic 
Verifax 

Xerox . 


Inner Back Cover 
“ 53 


. ee a 
118, 119, 120, 
eae 


193, 256 
DATA PROCESSING, Automatic 
Autofax . : .. 158, 159 
Business Electronics : 250 
Formscard 

Perma-Jet 

Record-A-Matic 

Royal McBee 

Shaw-Walker 

Storms ..... 

Tabulabels 

Teletype .... 

Tronictyper 


DATING MACHINES 
Fima 

Force 
DECOLLATORS 


Fima 


DESK RACKS, TRAYS 
Build Up 


DESKS 
Cole .. 
Convaire 
Jasper .... 
Million Line 
Shaw-Walker 
Spacemaster 


DICTATING MACHINES 


Coronet . 
Dictaphone 
Stenocord . 
StenOtape 


OOLLIES 
Desk 








PRODUCT 


DRAFTING EQUIPMENT 
C-Thru 
Snopake 


DRAPERY FABRICS 
Saranspun 


DUPLICATING SUPPLIES 


Colonial 
Copy-rite ... 
Curtis-Young 
Electro-Rex 
Gelatin Roils 
Masterfax 
Sta-Clean 
Statikil 
Sure-Rite .. 
Webster ... 


DUPLICATORS, OFFSET 


Sada Replic ... 


DUPLICATORS, SPIRIT 


Conqueror 
Copy-rite : 
Otd Town ........ 
Sada Sprint 
Titan Rocket . 


EASELS 
Arlington 


ENVELOPE OPENERS 
Auto-Opener 


ERASERS 


FACSIMILE MACHINES 


Electro-Rex 


Masterfax ......Inner Back Cover 


FILES 


244 
223 

97 
267 
275 


Pendaflex .. : oka 
Bene 
Pronto .... 

Pyramid .. 

Rol-Dex ... 

Shaw-Walker biepas seke 
Spacefinder .. ....... 
Staxonsteel 

Veri-Visible 


Visi-Shelf 


66 Auto-Folder 


PRODUCT 
FILING SUPPLIES 


File-A-Sist 
Graffco ... 
Pendaflex . 
Safeguard . 
Spi-Roll 


FLOOR MATS 
Foot Comfort ..... 


FLOOR MATS, HEATED 
Electro-Mat 


FOLDING MACHINES 
70 
Fold-A-Matic 

Pitney-Bowes .. 


FORMS 


Checks 

Formscard 
International . 
Moore 

__ 
Rogersnap 

Standard Register . 
Stevenson & Smith . 


FORMS DETACHERS 


126, 127 


FORMS HOLDERS 
Saunders 


GIFTS, BUSINESS 
Automated Gift Plan . 
Stebco 


IMPRINTING MACHINES 


INSERTING MACHINES 
Friden-Ertma 
Pitney-Bowes 
INTERCOMS 


Teletalk 177 


INVENTORY SYSTEMS 
Royal McBee .. 


KEY CONTROL 
Telkee 


165 


222 


LABELING MACHINES 
Cheshire 


LABELS 
Spi-Roll ... 
Tabulabels 
LADDERS 
Cotterman . 


LAMINATING MACHINES 


Masterfax Inner Back Cover 
Thermo-Fax 118, 119, 120, 121 
Thermofilmer 54 


MACHINE PADS 
Unda-Wunda 


245 


146 
288 


274 


PRODUCT 
sin STANDS 
SlideA: Shelf . 
| re 
MACHINES, REBUILT 
International 
MAIL BAGS 
Security 
MAIL CARTS 
212 


MAIL SCALES 


Pitney-Bowes ...... 261 


278 MARGINAL PUNCHED CARDS 


Stevenson & Smith 
MICR EQUIPMENT, SUPPLIES 


; MICROFILM EQUIPMENT 


eee 
Micro-Mate .... 


MOISTENERS 


NUMBERING MACHINES 


American 
a eon Rinse 5c 
Roberts .. 


OFFSET EQUIPMENT, SUPPLIES 


(Also see Duplicators, Cer 
Alkote 

Atlas . 
Colight 
Colitho 
Copycat . 
Easy-Flo . 
Ektalith 
Electro-Rex 
Magi-Plate 
Masterfax 
Mercury-Lith 
NuArc 

Perfex 
Snopake 
Statikil ..... 
Thermo-Fax 
Townsend .... 
Work-and-Turn 


PAPER CUTTERS 


Ream-Cutter . 
Triumph ; 


PAPER DRILLS 


Challenge ........ 
Spinnit 


PAPER FASTENER 
Paper Welder 


PAPER GAUGE 
Micro-Mite 





You can store 


Sugar cubes 


in your old 
stamp box! 


Or old trout flies, petty cash, paint 
samples, secondhand screws! Once 
you get a postage meter, a stamp 
box is kaput. Ditto adhesive stamps. 
Good riddance to separating, sorting, 
sticking, running out of, and messing 
around with stamps—for keeps! 

A postage meter prints postage as 
you need it, any amount, directly on 
the envelope, or on special gummed 
tape for parcel post. You always have 
the right stamp! Prints a small ad at 
the same time, if you want one. It 
seals envelope flaps, too. 

Postage is easier to buy. The 
postoffice sets the meter for any 
amount of postage you want — no 
stamp denominations! Your postage 
in the meter is always protected, and 
restricted to your mail. Registers 
show postage on hand and amount 
used, give you automatic accounting. 
Mailing is simpler, faster. For the 


Pitney-Bowes 
POSTAGE METERS 


Made by the leading manufacturer of 
mailing machines ...149 branch offices. 


small office or branch, the smallest 
meter model costs only about 30¢ a 
day—not much for the convenience 
and efficiency of metered mail. 

Why not let usdemonstrateour new 
desk model 5500 in your own office? 
Call the nearest Pitney-Bowes office. 
Or send coupon for free booklet. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 





PITNEY-BoweEs, INC. 
3411 Pacifie St., Stamford, Conn. 
Send free (] booklet 

Postal Rate Chart to: 


Name. 








Address 
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“PACKAGED’ FILING 


UNIQUE PORTABILITY 


... documents are in handy boxes. 


NEW FLEXIBILITY 
...simpler to change and expand. 


DOLLAR SAVINGS 


...im equipment cost, clerical time. 


UNIT SPACEFINDER%, 
an exclusive, revolutionary 
filing system, provides un- 
equalled flexibility. 


The unique hanging box, 
combined with a sturdy, free- 
standing frame, is the secret 
of the system’s success. 


Boxes, which slide back 
and forth on rails and can be 
carried anywhere, “package” 
documents for most efficient 
finding and filing ever known! 


UNIT SPACEFINDER BOX. 


LECCE CEES TEE 
Pare as oe reer. 


fer Gy te by ber tt ara cre: 


| 





TWELVE PAGE BROCHURE 

will show you money- UNIT 
saving secrets of ygiwagiiijad 
Unit Spacefinder BROCHURE 
and Spacefinder Fil- 


ing System. : 
TA EE 


rPROopyDUCTSsS CO. 


HOME OFFICE: 995 MARKET ST. SAN FRANCISCO 3, CALIFORNIA 





PRODUCT PAGE 


PAPER HANDLING COMPOUND 

Flip-Fast ........ es 
Perfe-Pick ... Sa Oa bo 
6 eee Gh itm, 
Sure-Touch . ; eae 
Tacky-Finger . 283 


PAPER JOGGERS 
Syntron ...... . 4 


PAPER SHREDDERS 
Auto-Shred 

Destroyit 
Shredmaster 


PAPERS, CARBONLESS 
PER Giscor ss 


PAPERS, COPYING 
Copymaker 
Curtis-Young 

Photek .. 


PAPERS, DUPLICATING 
Fraser .. 

Hamilton 

Kimberly-Clark 

Mackinac x 

Odin 

Triad . 

Waylite 


PAPERS, LETTERHEAD 
_ Champion Bond 


34, 67, 68, 207, 208, 241, 
Esleeck ; 


Hamilton Bond . 
Keebord 
Kimberly-Clark 
Mackinac Bond .... 
Parsons Bond .... 
Snowland Bond ... 


PAPERS, ONIONSKIN 


Esleeck .... 
Keebord . 
Mackinac 
Waylite . 


PAPERS, TRANSLUCENT 
Patapar 


PAPERS, SAFETY 
Bergstrom 


PAYROLL TAX TABLES 
Wage-Master .. 


PENCIL SHARPENERS 
Boston 


PENCILS 
Mongol .. 
StenoStik 
Super-Riter 


PENS, BALLPOINT 
Cosmopolitan 
Handi-Pen 
StenoStik 
Super-Riter 

Venus 


PRODUCT 


PERFORATORS 
American ..... 


PHOTOCOPIERS 

(See Copying Machines) 
POSTAGE METERS 
Pitney-Bowes .... 


POSTING EQUIPMENT 
Ever-Safe . 

P.E.C. Matic 
PUBLICATIONS 


Peter Basten 
Systemation . 


RECORDS STORAGE BOXES 
Faymus 
Paige .. 


REFRIGERATORS 
Astral . 


RIBBON FABRICS 
Standard Products 


RIBBONS, INKED 


Allied ..... 
Curtis-Young 
Guyenne . 
Old Town . 
Perma-Jet 
Webster 


RIBBONS RE-INKED 
Storms 


RUBBER BANDS 
Keener . 


SAFES 


Ever-Safe 
Joeli 
Meilink 


SHEET PROTECTORS 
Vular 


SORTERS 
Sort-O-File 


SOUND CONTROL 
Acoustinet . 


STAMP AFFIXER 
Mailers .. 


STAPLERS 


Arrow .. 
Heller 


STAPLERS, ELECTRIC 


Bates . 
Staplex 


STATIC ELIMINATOR 
Statikil 


PRODUCT 


STUDY COURSES 


Business Electronics 
Systemation . 184 


TABLES 


Maso ...... ; . 
Tiffany .... ; 77 


TAPE, DOUBLE-COATED 
ee 101 


TAPE, MENDES 
102 


TELEPHONE NOISE CONTROL 
Hush-A-Phone .. 168 
TELETYPEWRITERS 

Teletype ... 


TIME RECORDERS 


Jobmaster 
Record-A-Matic . 


TRANSMISSION, DATA 
I e ... 158, 159 


TYING MACHINES 


Pak-Tyer .. ken ae 
ES. ct rads na shi ecesssaey eee 


TYPE COMPOSING MACHINES 
VariTyper 

TYPEWRITER JUSTIFIER 
Marginator 


TYPEWRITER PARTS, TOOLS 


Dreusicke 
Fedron .. 
Futuristic Galaxie . 


TYPEWRITERS, AUTOMATIC 
Auto-typist ; 169 


TYPEWRITERS, ELECTRIC 


Forum .. Inner Front Cover 
Olympia .. ‘ 20 
Smith-Corona ‘Marchant . 218, 219 


TYPEWRITERS, PORTABLE 
Torpedo 


TYPEWRITERS, STANDARD 
Dynacord 


TYPING CORRECTOR 
Snopake 


UPHOLSTERY 
Coverteers 


VISUAL AIDS 

Arlington 

Thermo-Fax ......118, 119, 120, rH 
WASTEBASKETS 

Rubbermaid . ; 220 


XEROGRAPHIC EQUIPMENT 
EE acs cas 193 





How We Achieved 
A Profitable 


HAROLD S. SHARP, Technical Librarian, 
AC Spark Plug Div., General Motors Corp., Milwaukee 


ANAGEMENT should be recep- 

tive to the ideas of employees. 
Often the idea for improving an exist- 
ing method, operating procedure or 
working tool is discovered by a mem- 
ber of a lower echelon working group. 
Such ideas are lost forever, unless sub- 
mitted to those who can seriously con- 
sider them and put them into effect if 
they have merit. Failure to use good 
ideas can cost a company thousands of 
dollars annually. 

Many firms have come to realize that 
good, workable ideas when applied, re- 
sult in more efficient operations and 
actual money savings, and have estab- 
lished formal employee suggestions sys- 
tems. Some have been in operation for 
many years. The Yale & Towne Mfg. 
Co. of Stamford, Conn., has one of the 
oldest, established in 1880. National 
Cash Register’s system has been in op- 
eration since 1894, Eastman Kodak’s 
since 1898, and General Electric’s since 
1905. These systems have been oper- 
ating profitably for over half a century. 
With its system, Westinghouse saved 
$1,446,505 in 1957 alone. AC Spark 
Plug, the electronics division of Gen- 


12 


eral Motors Corp., Milwaukee, finds 
one suggestion in four worth adopting. 
While the companies mentioned are in- 
dustrial giants, the suggestion system 
works equally well for smaller concerns. 

The basic concept of the suggestion 
system is this: employees are paid for 
making suggestions which result in im- 
proved operations in any phase of the 
company’s activities. Payment is a per- 
centage of the estimated savings real- 
ized over a one-year period as a result 
of adopting the suggestion. Generally 
the payment made to the employee is 
10% of the estimated first year’s sav- 
ings, although this varies from company 
to company. Payments as high as 50% 
are made by some firms, and in at least 
one case payment of 100% of the 
estimated savings realized during the 
first year has been made. National Cash 
Register pays an additional sum above 
the award to compensate the employee 
for the increased income tax he must 
pay. 

Suggestions are solicited from all 
employees. Management members and 
supervisors, as a general thing, receive 
certificates but not cash, as it is felt 
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Suggestion System 


that improving procedures and _ tech- 
niques is part of their work. Certificate 
awards for creative thinking encourage 
management members to make sugges- 
tions. (AC Spark Plug permits man- 
agers to give ideas to employees who 
may submit them for possible cash 
awards.) Aetna Life & Affiliated Com- 
panies of New York gives management 
members a certificate signed by a vice 
president. AC Spark Plug gives a sim- 
ilar certificate signed by the works 
manager, the director of personnel, the 
employee’s staff head and by certain 
other executives, plus “points.” The 
management member with the most 
points each month is declared “Manage- 
ment Improvement Proposal Man of the 
Month,” and is honored at a special 
luncheon in the executive dining room. 

In order for a suggestion to be effec- 
tive, certain requirements are necessary. 
The most important is full support by 
top management. Without this the sys- 
tem is doomed to failure, since the sug- 
gestions made cannot be put into effect 
without top management’s approval. 


Further, the authorization for the pay- 
ment of cash awards and the cost of 


maintaining the system is something 


which top management must approve. 
By the same token, middle management, 
supervisors, and foremen must be sold 
on the idea. People at this level come 
into direct contact with the employees 
whose suggestions are solicited, and a 
negative attitude on the part of an im- 
mediate superior can discourage em- 
ployees from submitting potentially 
worthwhile ideas. 

There must be adequate facilities to 
put the system into operation and to 
maintain it. Likewise, adequate cash 
awards for practical, worthwhile sug- 
gestions must be paid. 

Eligibility to participate in the sug- 
gestion system must be established. 
Methods men, time and motion study 
specialists and members of management 
should not be entitled to cash awards, 
as their work presupposes their devising 
procedures for methods improvement. 
These people, however, should be en- 
couraged to submit ideas and be re- 


(Article continues on page 18. See forms on pages 14 and 153.) 
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USE THE 
QUESTIONING 
ATTITUDE TO 


CONSIDER EVERY 
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IN YOUR WORK 


SKETCHES 


wy 


DEA BE USED 


THIS 


HOW AND WHERE COULD 


DOES YOUR SUGGESTION 


IMPROVE: 


] produce quality 

] housekeeping 
working conditions 

© office procedures 
public relations 
existing operations 


product appearance 


COMBINE 


operations 


methods 


4 


Tr 


F 


WHAT {IS YOUR OPINION 


SAVE 


materia 
time 
REDUCE 
waste 
hazards 
maintenance 
spoilage 
duplication 
breakage 


paperwork 


SALVAGE: 
materials 


equipment 


PROMOTE: 


employee welfare 


public relations 


DEVISE: 
new methods 
new fixtures 


new machines 


NOTE: A COMPLETE ANALYSIS BY YOU WILL 
' TH JG 10 
AND HELP YOU TO IMPROVE YOU 


RELATIONS 


INCREASE: 
yir.ics 
sales 


production 


cooperation 


SUBSTITUTE: 
more efficient equipment 
less costly materials 


less costly equipment 
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IMPROVEMENT 
AC SPARK PLUG 


| 4 oma ie), ilies.) 


SOCIAL NAME OF 
SECURITY NO. SUPERVISOR PLANT NO. 


MUST OE FLLEO 





OPER DEPT. 
NUMBER PROOUCT NUMBER 








DATE 
RCVO. 





LEAVE BLANK 






































MORE SPACE FOR REMARKS ON SECOND PAGE 


a Le =6NO | 6569 


OO NOT WHITE IN SPACES StLOW 


NAME OATE CLOSEO_ 





OEPARTMENT NUMBER SAVINGS ___ 
SU cnenmccnns 


(evesT. 


First page of AC Spark Plug’s four-page 82” x 11” form for submission of management 
improvement suggestions. The second page contains space for additional remarks and 
a routing form. Pages three and four appear opposite. 
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warded with certificates and the recogni- 
tion that goes with them. 

In establishing a suggestion system, 
the first step should be to appoint a sug- 
gestion system coordinator together with 
any assistants who might be necessary 
to keep the plan going properly. Some 
firms provide special suggestion system 
forms which are made readily available 
in racks throughout the office and plant. 
Hancy drop boxes are also provided in 
which employees can place completed 
suggestion forms. 

In general, these forms provide a 
place for the employee to describe, first, 
the “present condition,” and then an- 
other place for him to outline his sug- 
gestion for improvement. A portion of 
the form may be detached and retained 
by the employee as evidence of his sub- 
mitting the suggestion. This detachable 
portion is numbered and the suggestion 
form itself carries the same number. 
Both portions show the employee’s name 


Cards promoting the suggestion program 
were placed on tables in employee cafe- 
teria. Card’s inside copy appears at right. 











and the date the suggestion was sub- 
mitted. This permits ascertaining, in 
cases of duplicate suggestions, the date 
upon which each suggestion was sub- 
mitted. This is important in determining 
who receives the award having submit- 
ted the idea first. 

The suggestion form should be at- 
tractively designed and should invite 
attention. It should be easy to use and 
contain no complicated instructions to 
confuse the employee and discourage 
his submitting suggestions. It should 
indicate the type of suggestion desired 
and should state what is not a sugges- 
tion. For example, “repair a_ leaky 
faucet” is not a suggestion in the true 
sense of the word, even though the com- 
pany would save money by not wasting 
water were such a leaky faucet to be put 
in proper order. 

Employees should be encouraged to 
submit suggestions pertaining to every 
facet of the business, not merely in their 





BUT DON'T 
REFERVE YOUR IDEAY 


WRITE YOUR Suggestions ToDay 


HELP YOUR DEPT. BLAST oFF 
BY REACHING THE [00% 
PARTICIPATION TARGET. 


me WEEK AUG. Il meu (8m, 








de & IDEAS Pay ore BK 
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Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code”’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 
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Made in Americ 


Easy to use as an adding machine 


No special training needed! With 
Magic M —— ar nd Sitnpla Ke he | Yellow Victor Adding Machine Co., Dept.0-11 
handle all transactions. Automatic rm ene ©, itente 


Constant. Total Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 


VICTOR |= 


: Address__ 
business machines 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More Information Circle No. 393 











Zone____ State 
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Does 


more 
for 
you because it does more electrically ... that’s the new 
: precision-built Olympia SGE-21 Electric Office 
Typewriter... with more electrified functions than any other 
electric typewriter on the market today! 


Electrified functions on the Olympia SGE-21 include...the keys 
—carriage return—space bar—5 automatic repeater keys—line 
spacing—tabulator set and clear keys—back space key-~shift and 
segment lock keys—and a carriage interruptor key! 


In addition the SGE-21 features such outstanding Olympia typing 
aids as... interchangeable carriages in three sizes 13’°—15’"—18"— 
automatic paper injector-ejector—vertical half-spacing—correcting 
space bar—aligning scale—and impression regulator. 


The result is a superbly engineered electric with every advanced 
new feature designed to provide the ultimate in responsive action— 
simplicity of operation—and superior results. For a demonstration 
check the Yellow Pages for name of nearest dealer. 


Ey @ 


Olympia Division, 

Inter-Continental Trad- 

ing Corporation, 90 West 

Street, New York 6, N. Y. 

- - cones roms anes 

Information Circle No. achines Co., (Canada) Ltd., 25 
rere ee Mobile Drive, Toronto 16, Ontario. 











TEN REQUIREMENTS FOR A SUCCESSFUL SUGGESTION SYSTEM 


. Full support of top management. 

. Cooperation of supervisors. 

. Facilities to maintain it properly. 

. Adequate rewards for good suggestions. 

. A well designed form. 

. Prompt, competent processing of all suggestions. 

. Complete explanations to those whose suggestions are not accepted. 
. Adequate publicity for the system. 

. Assurance that all employees understand the plan. 


. Payment of awards as soon as the suggestion has been accepted. 




















own departments. 

A special suggestion form is not es- 
sential to a successful program: em- 
ployees may submit suggestions on any 
type of paper, but he must furnish cer- 
tain information about the suggestion. 
This should include his name and de- 
partment, the date, a description of the 
situation as it currently exists, and a 
suggested means of improving it. Some 
firms use an informal mimeographed 
suggestion sheet which provides places 
for the information required. This is 
more satisfactory than informal mem- 
orandums or notes. By providing spaces 
upon which the necessary information 
can be indicated, the number of follow- 
ups by the suggestion system coordi- 
nator can be materially reduced. 

All suggestions should be processed 
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promptly and competently. They should 
be collected from the drop boxes fre- 
quently and should be date-stamped 
and registered by the suggestion system 
coordinator. Each suggestion should be 
carefully considered in terms of to 
whom it should be referred for com- 
ment. Provision should be made for 
written appraisal by those who would 
be affected by the suggestion if it were 
adopted. A suspense date should be in- 
dicated on the suggestion form, and if 
it is not returned to the suggestion sys- 
tem coordinator by the person to whom 
it has been referred by that date, a fol- 
low-up should be made to assure 
prompt comment and return. 
Suggestions are to be evaluated fairly. 
Most companies use a committee whose 
members are in a position to judge the 


21 





value of the suggestions submitted. A 
three-man committee is usually suffi- 
cient, It meets at regular intervals and 
considers suggestions submitted to it by 
the coordinator. The committee deter- 
mines whether or not the suggestion 
shall be adopted and, if so, what cash 
award shall be made to the employee 
who contributed it. It is the responsi- 
bility of the suggestion system coordina- 
tor to determine whether the suggestion 
is original or whether it has already been 
proposed by some other employee. It is 
also his responsibility to determine the 
exact amount of cash to be paid. This 
involves calculating the anticipated sav- 
ings which adoption of the suggestion 
will show over a one-year period. At a 
later date, if it is shown that the sug- 
gestion showed a greater savings than 
was originally anticipated, an additional 


sum should be paid. 

When the suggestion is accepted, the 
employee concerned should be re- 
warded promptly, with adequate pub- 
licity. It is best to let the employee's 
supervisor make the cash award. The 
employee should be congratulated and 
urged to submit further suggestions. 
This will inspire other employees to 
make suggestions. 

If the suggestion is not accepted, the 
employee should be so advised and told 
exactly why it is impractical. He should 
be urged, however, to submit sugges- 
tions and thanked for the one submit- 
ted. 

Above all, the suggestion system 
should be given wide publicity. Be sure 
that the employees understand it. This 
may be accomplished in several ways. 
Wall posters and bulletin board an- 








A WHOLE NEW WAY 70 CLEAN 


FLOORS ,WALLS and scat dust too 


with Masslinn® 


oa SWEEPING TOOL 


FIRE RETARDANT & CONTAINS A GERMICIDE 


Low in Cost and Easily Disposable 


FOR SAMPLES & INFORMATION WRITE 


CHICOPEE MILLS, INC., 47 WORTH ST., NEW YORK 13, N. Y. 


For More Information Circle No. 302 
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Cdleeck 


THIN PAPERS 


For More Information Circle No. 206 
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How To Get Things Done 
Better And Faster 
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BOARDMASTER VISUAL CONTROL 


Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 


Simple to operate — Type or Write on | 
| properly set up and administered, can 


Cards, Snap in Grooves 
¢ Ideal for Production, 
Scheduling, Sales, Etc. 
vy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4g5o with cards 


FREE 24-PAGE BOOKLET NO. F-300 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


YANCEYVILLE, NORTH CAROLINA 
For More information Circle No. 298 


mere Tk. LAT) 


BRAND 


Traffic, 


Inventory 








Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


*PRO «a... 
30 E. McWilliams St. 
Fond du Lac 


For More Information Circle No. 300 





nouncements, changed frequently, can 
do much to advertise the system. Like- 
wise, articles can be published in the 
company house organ, bulletin or news- 
paper. These should not only discuss the 
plan itself but give names and, where 
practical, pictures of winners. This is 
especially true in cases of unusually 
large awards. AC Spark Plug posts the 
pictures of the “Suggestion Queen” and 
the “Suggestion King” each month. 
These are employees whose suggestions 
won the largest cash awards during the 
previous thirty-day period. Letters sent 


| to employees’ homes telling of the pro- 


gram, urging them to submit suggestions 
and enclosing forms have proved effec- 
tive. Talks by company officials and 
supervisors have resulted in increased 
interest. 

An employee suggestion system, if 


prove profitable in many ways. It gives 
employees personal recognition, the sat- 
isfaction of seeing their own ideas in 


| use, and a tangible share in the benefits 


which result from adoption of their 
ideas. Such a program provides a means 
of two-way communication between em- 
ployees and managament, as well as im- 
proving employee attitude and job inter- 
est. It contributes to the personal prog- 
ress of the supervisor by using the crea- 
tive ability of his employees. 

Both employer and employee benefit 
from a well- administered suggestion 
system. The tangible reward for such 
a program is a money saving for the 


| employer and a cash payment to the 


employee. Less measurable in dollars 
and cents is the increased interest the 


| employee shows in his work and in 


his company. 
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“On the Ball...” 


write TODAY for 
MORE INFORMATION ABOUT 


Me = 34 WCE) 
GIFT-GIVING IDEA! 


e 


because you “threw” the MOST UNUSUAL gift-giving 
“party” for customers, employees and friends EVER 
SEEN! 


Yes, you were “really 1n action.” Your customers even 
called tosay “THANK YOU" for your unique and won- 
derful remembrance -and thereby opened the door to 
ADDITIONAL SALES! Your employees and friends 
too, showed their appreciation in the many small ways 


0x8 Oh im ZO) OM velti ice ttere(aase-lerer 


If YOU buy gifts (between $7.50 and $100.00 each), 


you ll sure/y want to see this unusually practical, sen- 
sationally simple and refreshingly different way of 
saying “THANK-YOU" to the people who are 
IMPORTANT TO YOU AND YOUR COMPANY 


MAIL TO: 
Please send further information about your 196] Gift Bookard program 
Name of Company _ 
Address eintipininnai 
City ___. lone __State 


Att F —- 


We use approx .. Gifts in the $7.50 to $100.00 price range 





DEALER INQUIRIES INVITED 


Some Praise for 
the Lazy 


| roy Employee 


CLARENCE G. SCHOLTZ 


“Thanks, but 
I only need 


Rap bihb2 one basket. 


E REALLY NEED some lazy individuals are an asset to an office, the 
employees in our offices. Whether fact remains that individuals who have 
you agree or disagree that a few lazy lazy tendencies often provide business 


NB NOW YOU CAN SEE 


EXACTLY WHERE YOU'RE CUTTING! 


READER-FILLE SEE THE NEXT IMAGE TO BE INSERTED @ Images in 


constant focus @ Read from base or emulsion side 

4d ”7 perce of film @ Magnification 14.5 up to 40X @ 17x17 
+ opaque white screen 

ee ee 


FILL 600 CHAMBERS PER HOUR 


Push button knife cuts exactly where you see it @ 
Automatically aligns jacket chambers @ Cleans film 
as it is inserted @ Avoids fingerprints and film damage 
@ Accommodates 100’ rolls of 16 or 35mm film @ 
Designed for 


NSB NOTCHED JACKETS 
es 


VIEW AND AUTOMATICALLY FILE CrErITgIT SY 3 
MICROFILM INTO NOTCHED JACKETS cm) 
NS JAC KETS CORP. The jacket designed for the Reader-Filler with the ‘Easy insert index” 


31-31 31st Street, Long Isiand City 6, WN. Y. 
For More Information Circle No, 243 
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Send for FREE sample 


Oxford 


PENDAFLEX 
HANGING FOLDER 


ASS 


= 











1. LOWER-COST FILING 
2. TWICE-AS-FAST FILING 


3. SOLVES MANY FILING 
PROBLEMS CAUSED BY 
OFFICE AUTOMATION 
























































Oxford Filing Supply Co., Inc. 
Garden City, New York Fill in and return the coupon. 


In Toronto: Luckett Distributors, Ltd. 


OXFORD FILING SUPPLY CO., INC. 
15-11 Clinton Road, Garden City, N. Y. 


Please send FREE Pendaflex hanging Folder and 
Big 60-Page Catalog of Filing Systems and Supplies. 
FIRM ... 

STREET . ia eevee oie ek bad 
yp re eee, | ae FEL 


© ee oe oe ow oe oe oe oe oe oe oe 


Name of your Oxford Dealer 


For More Information Circle No. 443 
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curtis-young 


makes and sells 
every type 


of inked ribbon... 


s k 


RIBBONS 


Made of SILK, NYLON, COTTON, PAPER, FILM—for TYPEWRITERS, TABULATING, BOOKKEEPING, 
ACCOUNTING, TELETYPE, ADDING MACHINES, CASH REGISTERS, COMPUTERS, CHECK PROTEC- 
TORS, TIME CLOCKS, DATERS OR ANY OTHER MACHINE OR DEVICE REQUIRING AN INKED 
RIBBON . . . in every color and inking for offset, hektograph, photographic or thermal copying. 


Specialists In: Supplies for Liquid Process Duplicating ¢ Master Units ¢ Spirit Carbon e Printed Masters 
e Copy Paper ¢ Duplicating Fluid ¢ Photocopying Machines ¢ Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 
e Also makers of the Famous Copy-Right and Stan¢d-By Copyholders 


“CURTIS-YOUNG. 


For More Information Circle No. 286 A 
Zh 


COPYING PRODUCTS THAT REFLECT YOUR GOOD JUDCGMENT—SINCE 1895— 110 WEST 18th ST., NEW YORK 11, N. Y. 





with some of the best ideas for reducing 
work and saving expense. 


I know of one case where an em- | 


ployee got bored having to work on a 


form that was printed on both sides. | 
He was one of the lazy boys. One day | 
he sat down, took scissors, paste and | 


paper and, pasting and revising, he 
ended up with all the information that 


had been on both sides, on the one | 


side. This saved him having to turn the 
form over and work on the reverse 


side. He submitted the idea, it was ac- | : 
cepted, he was given an award and the | 





company saved time and money. This | ie 
was an instance where all the other | Ff 


employees, some of them real hard | 
workers, had had the same opportunity | 


to make a suggestion but apparently 
they had been perfectly satisfied to go 
along, follow instructions, do the extra 


work and think nothing of it. It took | 
the lazy employee, who was looking | 
for loopholes to avoid extra work, to | 


come up with the answer. 


In another instance, a company had | 
a great deal of figure work to be done. | 
To make certain the answers were cor- 
rect, a group rechecked and verified the | 
result. One particular employee, who | 
had to verify the work, out of curiosity | 
kept a record of all the errors that were | 


found. He discovered that the number 


of errors was very few and felt he was | 


doing unnecessary work. So one day 
he decided to do something about it. 


He took his figures, went in to see his | 
chief and eventually sold the company | 
on eliminating that particular checking | 
operation. He got a promotion and no | 
one was discharged because the other | 
employees were absorbed in other units. | 
Here again was a case where every | 
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THE Sfracemailor 


With the introduction of new modu- 
lar groupings, the slim, linear Space- 
master Series now offers executive 
and secretarial arrangements with 
distinctive features in each planned 
for individual convenience and work 
performance. 


WRITE TODAY for colorful catalog 
showing all the pieces in this com- 
plete line — along with the name 
of nearest dealer. Sent promptly on 








bed 1g | 


JASPER OFFICE FURNITURE COMPANY 
JASPER, INDIANA 





For More Information Circle No. 237 








TWO NEW AUTOMATIC 
COLLATORS BY THOMAS 


New 50-Station Collato 


Offers more features at a lower price than any 
other high volume collator on the market 


@ Accurately collates, counts and staggers 25,00 
sheets per hour...stitches at a slightly lower rat 


@ Exclusive push button programmer permits di 
ferent collating jobs to be run at the same tim 


@ Occupies only 172 square feet of floor space 
@ Loads in less*than 7 minutes...no vacuum sys 
tems or fans to adjust, no need to compensaté 


for weights or finishes of stock 


@ Handles sheet sizes from 7” x 8” to 11” x 14” in 
almost every weight and finish 


@ Foolproof miss and double detector stops ma 


chine instantly, preventing errors in finished sets 


a product of Thomas Collator Industries, Inc 
a subsidiary of Thomas Collators Inc 


F 
? 


; 


3 


For More Information Circle No, 410 
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ew 12-Station Collator 


rovides fully automatic collating without the 
enalty of high price or space waste. 


Automatically collates, counts, crisscrosses or 
staples 6000 sheets per hour, regardless of the 
number of sheets per set 


All 12 stations can be loaded in a minute. No ad- 
justments necessary for weight or finish of stock 


Each station will handle approximately ¥% ream 
of 3” x 5” to 11” x 14” stock in most weights and 
finishes 


Any station can be eliminated simply, easily... 
at the flick of a lever 


Automatic miss and double detectors stop machine 
instantly... provide positive accuracy 


Takes only 2% square feet of floor space... only 
44” high 


or complete information on the many ways you 
an speed up your collating operation and substan- 
fially reduce costs with either of these two new 
ollators, write today to Dept. B34. 


homas Collators Inc. 


World’s Leading Manufacturer of Collating Equipment 
100 Church Street, New York 7, N. Y. 


For More Information Circle No. 236 
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employee in that unit had the same 
opportunity to see the problem and 
make a suggestion, but it was the laziest 
man on the force who came up with a 
better plan simply because he didn’t 
want to spend so much time doing 
something he didn’t think was necessary. 

In another case, a man _ handled 
claims and did an exceptionally good 
job of what everyone knows is not an 
easy task. However, he was very poor 
when it came to paperwork. He could 
negotiate, he could settle, he could talk, 
but his reports and the necessary forms 
he filled out, etc., nearly drove his 
supervisor crazy because he would take 
all the shortcuts he could possibly find. 
This made it very difficult to read his 
reports and get all the details. He was 
recognized as being just plain lazy when 
it came to paperwork, but his good 


points offset that unfavorable side. That 
laziness caused him to sit down one 
evening and draw up a form eliminat- 
ing a lot of the information which had 
been on former reports, yet telling a 
rather complete story. He did the job 
well enough to intrigue his supervisor. 
Here again both the form and the 
procedure were changed, all to the 
good of the company. 

While it sounds downright stupid to 
say that every organization should have 
some lazy individuals on the payroll, 
the facts in many instances belie that 
and prove it has been exceptionally 
profitable to have individuals who are 
willing to suggest changes of every kind 
and description to save them work be- 
cause, in the process, they also save 
their companies the money required to 
perform the unnecessary work. 
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FEEL THIS NEW CE&lAiWPLON BOND 





¢ 


This is 20 lb. Champion Bond 





Edmund Bolz, as- 
sistant administra- 
tor, Benedictine 
Hospital, King s- 
ton, N. Y., dictat- 
ing via the Tele- 
voice system. 


Hospital’s Dictation System 


SYSTEM designed to speed medi- 
A cal reports, relieve doctors of cler- 
ical detail, and facilitate communica- 
tions had been installed at Benedictine 
Hospital, Kingston, N. Y. According to 
Edmund Bolz, associate administrator, 
the system will make available for direct 
patient care many hours of doctors’ 
time per week previously devoted to 
writing medical reports. 

Doctors dictate their reports quickly 
and accurately by picking up a tele- 
phone in the operating room, delivery 
room, x-ray department, medical staff 
lounge, or medical unit. The entire re- 
port is automatically recorded on one 
of the three recording units located in 
the medical records department. 

Specially trained medical secretaries 
in this department transcribe directly 
from the discs. Typed reports are re- 
turned to the doctor for his signature 
the same afternoon. 

Medical reports are funnelled into the 
medical records department at any time 
and recorded on recording units which 
operate without sound, signalling when 
a disc is near completion. Each disc 
accommodates 1800 words of dictation. 


«For More Information Circle No. 180 


As soon as a disc is completed, it is 
removed and given to one of the sec- 
retaries for transcription. The disc is 
coded and filed, and the finished report 
delivered. 

The doctor has the advantage of dic- 
tating while details are fresh in his 


mind, and his time is not taken up in 
writing lengthy longhand reports. Di- 
rectly after dictating, he is free for 
other duties. 


The system has permitted Bene- 


Transcription department at Benedictine 
Hospital uses Edison Voicewriter tran- 
scription units. 





No solution tc 
still it copies 


Uses revolutionary 
disposable cartridge 
that takes 30 seconds to load... 
and doesn’t need changing 
for up to 30 days! 


® Produces needle sharp copies the very first time 


® Reproduces any ink, crayon, carbon or non-carbon 
based material . . . in any color . . . from any paper 


* Copies always lie flat—never curl under any conditions 


re }OOLE 


LIFETIME GUARANTEE 
10” model illustrated 
15” width also available—$170.00 


TRovico 


RPOTOMATE 


Completely automatic all-electric photocopier 


Rovico Inc., 320 Market Street, Newark 2, New Jersey 


FOTOMATE Specialists in the design and manufacture of 
customized photocopy equipment 
For More Information Circle No. 402 





mix or pour... 


FILL OUT 
AND MAIL 
THIS COUPON! 


ROVICO INC. 

320 Market Street, Newark 2, N. J. 

Please have your representative call to arrange a 
demonstration of: 

( ) New 10” Model ( ) New 15” Model 


Se ae: ane 
COMPANY 
ADDRESS. 
CITY & STATE_____ PHONE ; 


For More Information Circle No, 402 








Intolerant! 


The Monro-Matic® Calculator doesn’t trust you to remember anything. Instead, 
this intolerant perfectionist uses its own memory dials to accumulate products 
and quotients while computing results in an entirely different set of dials. All the 
while doing several figuring functions simultaneously. You might find its per- 
fection insufferable if it weren’t for the fact that it does so many things so well 
it can’t help but save you money. It’s backed by a same-day service organization 
of Monroe offices in 370 cities in this country—and in major cities throughout 
the world. You'll find our people prompt, courteous and skilled—as you will our 


sales representatives. Call one. He’ll be more than pleased to give you full details 


on this cost-saving Monro-Matic® Calculator. MONROE (A 


GENERAL OFFICES: ORANGE, NEW JERSEY - A DIVISION OF LITTON INDUSTRIES 
For More Information Circle No. 326 
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dictine Hospital to pool its medical | 
secretaries in one area for more effi- | 
ciency. Instead of one girl handling re- | 
ports from one or two areas, all girls | 


work on reports emanating from all of 
the dictating stations throughout the 


hospital. The different dictating work- | 


loads from different departments are 
equalized, and all reports are returned 
in record time. 


Condoned by Management 


Sirs: 
Your editorial in the August issue ex- 
pressed very succinctly my feelings regard- 


ing business morality. Of course, there are | 


considerably more scrupulous people in 


business than unscrupulous, but everyone | 


was expected to be good. Good people do 
not make the news. The danger lies in the 
growing tendency that “everyone is ex- 
pected to be bad—it is human nature.” 
My feeling is that most unethical deals 
are the fault of the vendee. Naturally, the 
vendor would like to get as favorable a 
sale as possible with no strings attached. 
It is the buyer who intimates, in many de- 


vious ways, that he is open to a deal. This | 
does not exonerate the seller who merely | 


compounds the crime and forces other 


sellers to enter into deals to procure the | 


business of amoral vendees. 


Unfortunately, even top management | 
looks upon such practices as perquisites of | 
the job and condones the practice by look- | 


ing the other way, because salaries have 


been evaluated with such perquisites taken | 


into consideration. Spotlighting this con- 
dition in responsible publications should 
help counteract the “everybody’s doing it” 
school of thought. Immoral business prac- 
tices will never be eliminated but at least 
the stigma will be directed where it be- 
longs—on the wrongdoer and not on the 
“fool” who doesn’t get on the gravy train. 
—R. J. SCHRAMM, Assistant Director, 
Administration Services, Dan River Mills, 
Inc., Danville, Va. 
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Avoid 
Losses! 
Avoid 
unexpected 


troubles! 

# 
destroy ie 
OFFICE PAPER SHREDDER 


The ONLY TWO-WAY 
OFFICE SHREDDER 


For regular 
office use 
with 
removable 
waste-bin 








15 DAY 
FREE TRIAL 


For quantity shredding — 
Flip & a second door 





LOW PRICED! 
And a table model priced even lower! 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N. Y. 
® Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 250 
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One of All-Rite’s 
pens for every 


COSMOPOLITAN 


642” long, pocket/desk model: 
Eight ink colors: Blue, red, 
green, black, turquoise, gold, 
brown, lavender. 
#1460: Utility Pen — 
Medium line — 39¢ ea. 

#F1460: Auditors Pen — 

Extra fine line — 49¢ ea. 


ALL-RITE PEN, INC. | 
HACKENSACK, NEW JERSEY | 
For More Information Circle No. 389 


DATA PROCESSING EQUIPMENT ENCY- 
CLOPEDIA VOLS. I & If. American Data 
Processing, Inc., Book Tower, Detroit 26, 
Vol. I, 384 pp.; Vol II, 396 pp.; $25 each. 


Volume I contains detailed specifications 
of over 200 pieces of punched card, paper 
tape and other electromechanical equip- 
ment. Volume II gives standardized speci- 
fication entries for 107 digital electronic 
computers including 86 commercially avail- 
able general purpose systems, seven MICR 
systems and five optical scanners. It will 
be kept up to date through quarterly sup- 
plements and succeeding editions. Both 
volumes contain historical and reference 
material, bibliographies, directories of 
manufacturers and pricing charts. 


LET’S GET DOWN TO CASES by Lydla 
Strong. American Management Assn., 1515 
Broadway, New York 36, $3. 


Offers 30 typical office problems in the 
form of case studies for supervisors: ab- 
senteeism, safety, cost control, interdepart- 
mental relationships, delegation, discipline, 
etc. Each case is presented in narrative 
form, followed by discussion questions for 
use in supervisory development programs. 


BEWARE THE C. B. BIRDS. Enterprise 
Publications, 20 N. Wacker Dr., Chicago 
6, 16 pp., 35c. 


Describes and humorously _ illustrates 
C. B. (communications barrier) birds 
ranging from “The Trembly-Kneed Word 
Eater” to “The Fast-Reacting Conclusion 
Jumper.” 


MATHEMATICAL HANDBOOK. Curta 
Co., 14436 Sherman Way, Van Nuys, 
Calif., 64 pp., Free. 


A pocket-size handbook of formulas and 
arithmetical rules for businessmen. Powers 
and roots, logarithms, decimal equivalents, 
circular arc tables, mensuration formula, 
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THE HAMILTON RITE-COPY LINE 


CUT-SIZE PAPERS — 
226 DIFFERENT ITEMS! 


-.and they’re all HAMILTON QUALITY 


Business Papers: Hamilton Bond, Mimeo, Duplicator; Montgomery Bond, Mimeo, Duplicator 
Text and Cover Papers: Hamilton Andorra, Hamilton Kilmory 
Vellum Papers: Hamilton Starwhite; Hamilton Vellum Opaque; Hamilton Vellum Cover 
Offset Papers: Hamilton Offset, Test Offset 











Standardize on Hamilton Rite-Copy Papers—one broad 
quality line for all duplicating-machine uses. You get 13 
mill-brand papers in white and colors, with many 
weights and in practical sizes from 8%” x 11” to 
11” x 17”. They’re all cut to the right size and press 
ready ... many 3-hole punched and Mylar* reinforced, 
They’re all in new, colorful, moisture-proof packages, 
And there’s no increase in price! See your Hamilton 
merchant. 


*Du Pont Registered T.M. 





PAPERS & 


Hamilton Paper Company, Miquon, Pa, 
Mills at Miquon, Pa., and Plainwell, Mich, 


Offices in New York, Chicago, Los Angeles 


For More Information Circle No, 452 
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weights and measures, conversion factors, 
etc. are included, as well as business for- 
mulas such as profit and loss, markup, dis- 
count, simple and compound interest 
tables, etc. 


THE FOLKLORE OF MANAGEMENT by 
Clarence B. Randall. Dun & Bradstreet, 
ai Church St., New York 8, 204 pp., 


Light but pertinent reading on what the 
author terms “myths of management.” 
You should find at least one of his 16 
short chapters of more than usual interest, 
and your associates should like many of 
the others. 


PROS AND CONS OF LEASING. Founda- 
tion for Management Research, 121 W. 


Adams St., Chicago 3, 24 pp., Free. 
This fourth edition, 


revised and ex- 





THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 

U. S. Govt. 
STURDY & DURABLE 


Choice selected 114” hardwood. 
Sloping shelves angled for title 
reading, doweled and bolted to 
assure durability. Side-riveted 
swivel casters by Bassick with 
resilient rubber tires. Rolls 
smoothly with a full load. 





Walnut Finish or 
Natural Wood Finish 
32” long, 13” deep, 
31” high. 

14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 


575 Lexington Ave., New York 22, N. Y. 


panded to include the pros and cons of 
equipment leasing for smaller manufac- 
turers, department stores and supermark- 
ets. A section advises on renewals and 
options-to-buy at the end of lease period, 
and examines IRS rulings on write-offs. 


FOREIGN COMPETITION, A CHAL- 
LENGE FOR AMERICA. National Assn. 
of Manufacturers, 2 East 48th St., New 
York 17, 32 pp., Free. 


An exploration of foreign competition 
and its effects on the American economy. 
This competition can be beneficial, the 
pamphlet points out, since it tends to im- 
pose on our whole economy the same 
discipline as internal competition. The 
booklet discusses what individual firms 
and the government can do to create “an 
economic climate” for meeting foreign 
competition. 


ATTENTION 


It’s here—a mobile office 
unit—-New, Functional. 
oooltrolls ooo 


T & 


= 


A Subsidiary of Grolier 


F.O.B, Factory 
Stamford, N. Y. 
Weight 49 Ibs. 


Incorporated, Publishers of 
The Book of Knowledge and 


Encyclopedia Americana. 


For More Information Circle No. 351 
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you can do it FASTER 
with SORTKWIK 


THE 
INVISIBLE 
FINGERTIP 


The original fingertip moistener 


NO MORES: MAC RUBBER FINGERS... 
\) 7 


NO MORE MESSY (486.3: 
N 
Just apply SORTWIK to fingertips for 
greaseless, stainless, tacky film. Pick up papers 
easily, quickly. Hygroscopic action attracts 
moisture to fingers, makes one application long 
lasting. Contains no drying alcohol. Washes 
off easily. Widely used throughout the country 
wherever paper handling is a problem. 


ONLY 50¢ EACH 


AT YOUR STATIONER 
SPECIAL OFFER: Write on your letterhead 
for full size container to test on the job. 


LEE PRODUCTS COMPANY 
Dep’t. O-11, 2736 Lyndale Avenue South 
Minneapolis 8, Minn. 

For More Information Circle No. 457 
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“NCR PAPER saves us 


its entire cost every year.” 
TRANS WORLD AIRLINES, Inc., Kansas City, Mo. 


“We use NCR Paper (No Carbon Required) for many dif- 
ferent types of forms, including forms which are bound 
into books. 

“The cleanliness of NCR Paper is a very worthwhile and 
economic factor. Users of NCR Paper seem to develop a 
better mental attitude toward their work because they do 
not have to bother with carbon sheets. 

“Moreover, on NCR Paper sets there is no need to waste 
space to provide a gripping area for removing interleaved 
carbons. Instead, information can be printed to the edge of 
the sheets when space is critical. 

“*Though the price of NCR Paper is often more than forms 
with carbons, we estimate the time 
Saving and other advantages of - 
NCR Paper offset the extra cost " 
many times over, thus saving us its 
entire cost every year.”’ 


Rite A, Ty RTS: 


Vice President-Purchasing 
Trans World Airlines, Inc. 


Another Money-Saving Product of 
THE NATIONAL CASH REGISTER COMPANY, bayton9, Ohio 


1039 OFFICES IN 121 COUNTRIES... 
77 YEARS OF HELPING BUSINESS SAVE MONEY 





Trans World Airlines 
saves time and money with 
these NCR Paper forms: 
Jet Aircraft and Engine Log 

Flight Operations Enroliment 
Flight Operations Release 

Retund Settlement Advice 

Aircraft Load Record 

Interline Baggage Tag 

Record Ticket and Baggage Check 
Charter Ticket and Baggage Check 
Company Ticket and Baggage Check 
File Requisition 

Ticket Look-Up 





NCR PAPER 
ELIMINATES 
CARBON PAPER 


For More Information Circle No. 204 
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THIS IS FOR YOU 


if you enjoy a flair 
for modern styling, 
the H-O-N_ Million 
Line offers modular 
versatility at moder- 
ate cost. Efficient, 
good-looking work 
centers can be con- 
structed in dozens 
of arrangements. 
Wide color choice. 


lf you 
practice 


BUDGRTRY 





THIS IS FOR YOU 


Today’s good con- 
ventional steel desk 
value is the H-O-N 
Convaire. Honeycomb 
core tops are light 
and strong. Good 
range of executive 
and secretarial mod- 
els, plus matching 
tables. Available 
with typing exten- 
sion, as shown. 


Budgetry is the practice of wisely correlating spending to a 

budget limit. The trick is to get price without sacrificing 
quality. {| H-O-N shipments, month after month, demonstrate that busi- 
ness is outfitting its offices with the dependable quality and good 
appearance of H-O-N furniture and equipment. The reason, we believe, 
is that H-O-N is compatible with the trend in today’s purchasing prac- 
tices. Thus, many alert corporations have standardized on H-O-N 
products to effect considerable savings — with no sacrifice in per- 
formance or appearance. {] Write to us for literature and prices, or 
see your dealer. 


THE H-O-N CO., MUSCATINE, IOWA 


For More Information Circle No, 460 





TRUE DUPLICATING PLEASURE 


The satisfaction that comes with a duplicating 
job, that is produced swiftly and smoothly, begins 
with the paper that makes it all possible. TRIAD 
Duplicator Paper is laboratory-engineered for 
controlled absorbency which allows copy 
after copy to be bright and sharp. TRIAD 
Duplicator Paper is matched to the 

master for long and easy runs. 


TRIAD’S moisture proof wrapper elimi- 
nates curl. Precision trimming insures 
rapid, trouble-free feeding. 





® 


NO. 1 
WATERMARKED 


e 





WUC 


. in the new 
Zip. -O pen’ 
package. 


GS ROV a Ee N Papers Company 
GROVETON, NEW HAMPSHIRE 


A note to us on your letterhead will bring you samples plus the name of your nearest dealer 
For More Information Circle No. 297 
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nothing 
succeeds 
like 
success / 


still the only continuous tab card with NO medial waste strips 


Not only does our list of FORMSCARD customers read like 
a “Who's Who” of Business and Industry... it is also sig- 
nificant that they re-order again and again. Here are some 
of the unique FORMSCARD features they find invaluable: 


e Pre-punching 

e Trouble-free feeding at any speed 

e Vouchers of any size; side, top or bottom 

e As part of multiple-part sets 

e Easy separation manually or on any burster 


call, write or wire 


orms inc 


WILLOW GROVE, PA. Phone: Oldfield 9-4000 


Manufacturers of line-hole continuous business forms. 
Samples on request—sales representatives in principal cities. 


For More Information Circle No. 314 
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The. woods ~ 


ks 


* 


are full of 


f Pee 
dictating ». 
ee 

werroebet ie a. but there’s only one 


CORONET 


Try it. Prove to yourself it has what you 
want in a dictating machine—for effortless 
dictation...in the office and in the field. Call 
the nearest Comptometer office for a dem- 
onstration. See the Yellow Pages or write: 


COMPTOMETER 


CORPORATION 
5600 Jarvis Avenue, Chicago 48, Illinois 


BUSINESS MACHINES + BUSINESS FORMS + GOLF EQUIPMENT 
COMMUNICATION EQUIPMENT © ELECTRONIC PRODUCTS 

















For More Information Circle No. 449 





PAPER PET 


outlook clear 
disposition sunny 
more than that 


she // save you mon 


Bring a kitten, goat or your favorite hamster to the office—the boss may fix you with the evil eye. But here's one office 


pet he'll welcome. Ozafax 120, the trim, table-top copier that puts money in the bank. By streamlining your purchasing- 


receiving-paying cycle. Narrowing your shipping-billing gap from 8 days to 2 tting your bills out, your money /n faster.One 
company saved $17,000. . . another $15,000. .. with fast, error-proof Ozalid billing. Besides getting and keeping billing up to 


date, Ozafax handles other office chores. Copies just about everything —letters, forms, reports, drawings. And fast up 


to 13 feet per minute. Put this multi-purpose copier to work for you. It's easy. Ozafax 
and all other Ozalid machines... can be bought, rented, leased through six convenient 
plans. Write today for details and our booklet “Money 


Saving Ideas." Ozalid, Dept 11%, Johnson City, N. Y OZALI DD 


Ozafax 120... Bi//ing Favorite. Lowest priced one step diazo copier 
with automatic separation. Simple, space-saving, dependable WE REPEAT 


Remember: for best results from Ozalid Whiteprinters use Oz Al 1 D 
Ozalid Paper and Ozalid Supplies we repeat; use Ozalid 


Paper and Ozalid Supplies DIVISION OF GENERAL ANILINE & FILM CORPORATION 








For More Information Circle No. 328 
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OFFICE AUTOMATION - OFFICE AUTOMATION - OFFICE AUTOMATION 


EICHNER fronts typer 


The remarkable, automatic, systems writing 
Automat, with punched 

tape reproduction. The photo electric tape 
reader with electronic data conversion and 
relay controlled, automatic typing mechanism 
—guarantee completely reliable operation 
and utmost speed: 800 strokes per minute. 














eeee ee eeee °* ee ee 
. ee . - . 


- AUTOMATIC WRITING 


EICHNER /Iaofamat 


Automatic Invoicing Machine. Fully 
automatic. Programmed operation. 
Multiple program changes by simple turn 
of a knob. Relay controlled calculating and 


construction. A perfect billing machine 


accumulating units of most modern | 
Anil 
with highest performance. | | 
yo 
ll 


AUTOMATIC INVOICING - AUTOMATICINVOICING - AUTOMA™ VOICING 





ICHNIER 


hermofilmer 


In a few seconds pamhiets, 

reports, documents and 

drawings, are automatically 
"thermofilmed” —i.e., coated on 

both sides with a thin, colorless 
and transparent film. Papers 

are permanently protected, 

clean and impressive in appearance. 


AUTOMATIC LAMINATION - AUTOMATIC LAMINATION - AUTOMATIC LAMINA 


EICHNER-ORGANISATION. 


Unterlindau 21-29, Frankfurt am Main, Germany, Telephone: 723651, Telex: 04-12056 
For More Information Circle No. 218 





OFFICE MACHINE CREDENZAS by | MASO 


e of Tan, Grey or 


ie 


Designed for Photocopy Machines .... 
BUT So Versatile and Useful They Increase the 
Efficient Use of All Office Machines! 


5 POPULAR STYLES with the quality, detailing and smart appearance of 
the most expensive office furniture __ yet surprisingly LOW IN COST! 


INTERSTATE METAL PRODUCTS CO. 
666 LAKE SHORE DRIVE . CHICAGO 10, ILLINOIS 
For More Information Circle No. 453 


Tue Orrice—November, 1961 





Sincerly 


STOP! 


That’s no way to spell sincerely. Retype the whole page — or erase 
several letters and make the correction? If Keebord Typewriter Paper 
is in the machine there wouldn’t be any question — it erases neat as a 
pin. Saves time and money, increases office efficiency. 


Don’t make a mistake when ordering paper. Always buy Keebord 
papers for letter-perfect crispness and appearance. Trim protective boxes 
keep each sheet flat and clean until needed. 


Keebord papers, for all business requirements, are available in four 
grades of cotton fiber bond, plus onion skin and manuscript cover. 
Keebord won’t eliminate misspelling, but it helps. 


keebord 


TYPEWRITER PAPERS 
Whiting-Plover Paper Company 


— 


Stevens Point, Wisconsin “>> > 
A 
\} 
’ 
For More Information Circle No. 459 
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Slippery footing is no longer a safety 
hazard in this tunnel which connects two 
office buildings at Eli Lilly & Co., Indian- 
apolis. A special non-slip Dura-Grip 
bonding agent was applied in a sandwich 
formation. One coat was brushed on like 
paint and impregnated with aluminum ox- 
ide grit, then a second coat was added to 
lock in the grit. 


Reproductions from microfilm of Civil War newspapers were made in seconds on this 
3-M Thermo-Fax Microfilm Reader-Printer by Patricia Doyscher (left) and Karen Avaloz 
in the exhibit of the Minnesota Historical Society at the Minnesota State Fair. 


TCIVIL WAR == 


| ; 








3 


William C. Schropp, Coca-Cola Export Corp. (right), accepts Lightweight Champion 
Award for superior printing results on lightweight papers from George Fleck, Ecusta 
representative. Mr. Schropp was honored for excellence in printing a worldwide news- 
letter on Ecusta’s 12-lb. Waylite offset paper with an Addressograph-Multigraph Corp. 
1250 Multilith duplicator. 


Closed-circuit television welds the dual headquarters of the First National City Bank 
of New York into a single operating unit. Money committee members seated before 
the camera and monitors are Robert L. Hoguet Jr., senior vice president; George C. 
Scott, senior vice president; James S. Rockefeller, chairman; William I. Spencer, senior 
vice president, and C. Sterling Bunnell, senior vice president and committee chairman. 
General Precision Laboratories designed and built the system 











Once, formulas 
and manufacturing 
tickets of Raffi & 
Swanson, Inc., Wil- 
mington, Mass., 
manufacturer of 
protective and dec- 
orative coatings 
and inks, were 
housed in_ these 
binders. Only one 
clerk could refer 
to a book at a 
time, and at the 
end of each work- 
ing day books had 
to be locked in the 
safe for protec- 
tion. 


Now, after installing an Acme Visible Records system, all data is safely housed in this 
one, unlimited-access bank of files. Protection is assured, as the data is never taken 
from the files, and cabinets are self-locking at the end of each working day. 
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Mail attendant operates a three-wheeled electric cart which makes regular pick-ups 
and deliveries. These carts are pilot models designed to Equitable’s specifications for 
the new building. 








eA 


A feature of the building’s complete employee health center is this chemistry laboratory 
which has the latest equipment, much of it automatic to avoid human error. 


Central recording center (below) provides telephone dictation. Dialing a_ special 
extension automatically connects executive with center where his voice is transcribed 
by Edison Televoice System. 





Peckett Headwear Co., New York, uses 1152 Vary-Tally counters to keep tabs on 
sales of 300 styles of hats in five or six colors. When an order has been filled the 
sale is “pressed off’ on the four-digit counters. Each digit represents the sale of six 
hats. Vary-Tally is manufactured by Veeder-Root, Inc., and available in single units 


and assemblies. 


Dixie Absher checks Diebold Saf-T-Stak microfilm files at the Bureau of the Census, 
Washington, D. C., containing data on nearly 180 million Americans from the 1960 
census. 








Key equipment in 
closed circuit TV 
system at Pioneer 
Bank & Trust Co., 
Shreveport, La., is 
this “scooter 
shooter” which 
moves along tracks 
in front of files 
and transmits rec- 
ords to monitors 
in the main office 
and branch banks. 


Bank’s Television Records System 


Tellers can secure information from the bookkeeping department via the system. The 
bank’s two cameras and 21 monitors were manufactured by the Dage Div. of Thompson 
Ramo Wooldridge, Inc. 











Union Dime Sav- 
ings Bank, New 
York, was able to 
expand its security 
mortgage records 
files by one-third 
in 60% less floor- 
space with a Dolin 
Mobile Shelf Fil- 
ing System. Nine 
double - face s e c- 
tions, seven 
shelves high, roll 
along floor tracks 
to provide imme- 
diate access to any 
section. 





Attractive washrooms for employee comfort are considered a sound investment by 
C, F. Braun & Co., Alhambra, Calif. A do-it-yourself shoe shine stand and a plentiful 
supply of Scott paper towels are provided. 
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There Is a Low-Cost Way 
To Store Your a 3 Oftice neces 


All types of businesses throughout the country 
are storing office and factory records in Paige 
Miracle Boxes, at a fraction of their former ex- 
penditure for metal files and transfer cases. 


Paige Miracle Boxes not only effect great savings 
in cost of record-retention but also in the utiliza- 
tion of ALL the space from floor to ceiling in 


storage areas. AT LARGEST TITLE COMPANY Paige 
Miracle Boxes provide safe storage and 
easy access to hundreds of thousands of 
original, irreplaceable real estate records. 

COUNT “1-2-3” 

— that’s how 


aviehiy aeabedy THE COMPACT SYSTEM 
in your office, OF STORING RECORDS 


plant or ware- 

house can set up Paige Miracle Box is the ONLY cor- 

a Paige Miracle rugated container with ALL the 

Box. features which _ record-retention 
specialists consider essential for the 
successful operation of the Compact 
Storage System: 





Sets up INSTANTLY and AUTOMATICALLY 
—no taping, stapling or folding a lot of tabs. 


Completely DOUBLE-walled, DOUBLE-floored, 
DOUBLE-cornered, providing 
amazing stacking strength. 


t The ONLY corrugated box with 
r an integrated, locked-in bot- 
UNIQUE x tom that can't “fall through." 


PAIGE —_ \' | Separate telescopic cover 


which can be lifted or re- 


MIRACLE BOX yi A moved for easy access to con- 
ond tents. 
SETS UP ‘y , a | Light in weight, easy to handle 


by its convenient handholes: 


INSTANTLY and | em even when full, can easily be 


carried by any girl in the 


AUTOMATICALLY  § [iigE | ofc. 
NEW ILLUSTRATED BROCHURE 


NO TAPING! - eat ' . A ‘ 
ur new brochure explains how the use of the unique Paige 
NO STAPLING! Miracle Box has developed the Compact System of retaining 


NO TIME-CONSUMING MOTIONS! records .. . how leading companies get maximum use of 
available space, highest efficiency in operations, greatest 


convenience for personnel. We'll be glad to send you a copy. 


THE PAIGE COMPANY, Inc. ® 95 MADISON AVENUE e NEW YORK 16, N.Y. 


For More Information Circle No. 348 





CLEAN 
WHITE BORDERS 
mean... 


CLEAN HANDS 
CLEAN TYPING 
CLEAN DUPLICATING 


Patent Applied For 


New fluid duplicating master from ROSE research 


This most acceptable master with clean white bor- 
ders was developed by Rose after several years of 
research. Now in full production, it enables secre- 
taries to turn out neat typed letters in quantity on 
clean non-smudged paper—with clean hands, clean 
typewriter, and clean clothing. 


Rose master units with the new clean white border 
are available now in STA-CLEAN® Purple #294 
and Ultra STA-CLEAN® Black #604, size 84 x 11. 
Other colors and sizes will be added soon. 


We believe that a trial order will convince you. 


ROSE RIBBON & CARBON MFG. CO., INC. 


Harrison, N.J., U.S.A. A subsidiary of Bemis Bro. Bag Co. 
For More Information Circle No. 217 
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RATTLE THIS NEW C#HANMPTON BOND 





This is 20 lb. Champion Bond 








take it...or leave it 


New quick-as-a-flash VERI-VISIBLE halves posting or checking time 


FIND AND TAKE OUT INSTANTLY. Veri-Visible keeps many thousands of 
records on view at operator’s finger tips. She instantly finds and takes 
out any one of them for post haste posting by hand or machine. 


LEAVE IN AND CHECK INSTANTLY. Without removing card, operator 
can check indexing and balance on completely visible corner and 
side margins. Compact, Veri-Visible portable or floor units handle 
anything from coded punch tapes and cards to one-time statement 
and ledger sets. Send coupon for full facts. 


PN VISIBLE 


thousands of cards at operator's ACME VISIBLE RECORDS, INC. 
finger tips. 2211 West Aliview Drive, Crozet, Va. 














: a I'd like to know more about the way Veri-Visible systems can 
Adjustable dividers let you : cut time and costs on my posting, checking and billing. 

fit system to records. 
NAME TITLE 





“Card Out” signals speed 
refiling. 


COMPANY 





Double-view margins keep 
customer's name and balance 
; always on view. 


ADDRESS 





city 











For More Information Circle No. 214 
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how much money | 


Pe are you WASTING... 
| that these My 
machines will SAVE? 

















Costs only 


$9995 | OPENING MAIL 
plus f.e.!. auto-opener BY HAND? 


opens 400 envelopes/min. 


Pays for itself every 3 months! Pays 
you an hour a day in time saved plus 
another hour’s worth of added produc- 
tive time. 





FOLDING MAIL Wile >) 6 eae 


plus f.e.t. 


auto-folder cv 


Folds 100 pieces/min. 


Quickly pays for itself. Folds letters, bul- 
letins, promotional materials, price lists in 
1/10 a girl's time. 


NEW! Auto-Folder “Seventeen” takes sheets to 
+ 14” x 24”. $450 plus f.e.t. 


= CUTTING 
CUTS A 2” STACK UP TO 


18” WIDE IN 1 STROKE PAPER IN | 
Safely, accurately, eco- SMALL STACKS? 


nomically cuts paper, 


board, stock up to 18” 
wide. Mi Y 


$9499 MARTIN YALE, Inc. 
2100 W. Fulton St., Chicago 12, Ill 
TAylor 9-3033 










ll or write your dealer or Martin Yale, Inc 





your complete line 
money-makers: 


itemizing cash registers 
adding machines e sates 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 
able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna- 
Joeli Dealer. 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 
In Canada: Regna Cash Registers of 
Canada Ltd, 
704 metre Dame ‘St. Montreal, ae 
OUTSIDE CONTINENTAL U'S 
Jorgen Hy Lien, Box 522, Bergen, Norway 
For More Information Circle No. 352 


«<—For More Information Circle No, 193 











can unplug your — 
mailroom bottleneck 
once and for all 4 


This is the Friden-Ertma Mail Inserter. 
Controlled by a single operator, it auto- 
matically gathers up to eight enclosures 
(including punched cards), inserts 
them into envelopes, then seals, counts 
and stacks the envelopes—all in one 
swift operation. 


The Friden-Ertma is extremely flexible 
—you purchase your machine with the 
exact number of stations you now re- 
quire, add more (up to a total of eight) 
as you need them. Installation is easy 
as plugging in a lamp. Set-up, loading 
and job changeover are quick and 


simple, require no tools whatsoever. 


Special open feed station available for 
cycle billing and similar applications. 
For complete information, call your 
Friden Man. Or write: Friden, Inc., 
San Leandro, California. 


THIS IS PRACTIMATION: Automa- 
tion so hand-in-hand with practicality, 
there can be no other word for it. 


SALES. SERVICE AND INSTRUCTION THROUGHOUT THE U.S. AND WORLD 
For More Information Circle No. 450 
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SADA 
for 


ex» (duplicating 





Sada Sprint 

This unique spirit duplicator reproduces 
any typescript, manuscript or drawing in 
one or more colors 


Sada Replic 

Compact in dimension but full-size in 
results, this modern stencil duplicator 
is hand or electrically operated 


Sada Reporter 
This electrically-operated automatic sten- 


cil duplicator has exclusive money-saving 
features 








Sada Sprint 


Sada Reporter 


' 
i 


S.p.A. Duplicatori ed Affini 
Milano 


Milano (Italy) - corso Europa, 12 
tel. 780.913/915/917 


For More Information Circle No, 212 
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He 


US. 


BUSINESS 


and YOU can get it! 


acting as a dealer for Inter- 
national Business Forms. When 
you do business with Inter- 
national, yuu are assured of: 

, 


QUALITY PRINTING and perfect colla- 
tion thanks to the most modern high speed 
ROTARY EQUIPMENT. 


COMPETITIVE PRICES, assuring you of 
your share of this profitable business. 


GENEROUS DEALER DISCOUNTS make 
the selling of International’s one-time carbon 
forms a worthwhile addition to your sales. 


PROMPT SHIPMENT—AS PROMISED. 
We have long prided ourselves on meeting 
delivery schedules. 
delivery promises. 


EASY-TO-USE LIST— FAST QUOTES. 
Our price list is designed to make it easy to 


figure your own prices or, if you prefer, our | 


Quotation Department will handle your price 
requests within 24 hours. 


NO DIRECT SELLING. We sell only 
through our dealers, never direct. You are 
protected! 


-REMEMBER - - - 

We want to do business with 
you, and we sell through 
DEALERS ONLY 

Try us! We are sure we can 
satisfy you and your cus- 
tomers 


——— 


You can depend on our | 


1600 E. 26th St. e 


MORE and MORE BUSINESS 
FIRMS are using time saving 
snap-aparts and continuous 
forms. Even small companies 
have found. that they save 
valuable clerical time and so, 
why don’t YOU - - - 


GET YOUR SHARE OF THIS 
BUSINESS with—NO INVESJ- 
MENT IN EQUIPMENT — NO 
INVENTORY OR PRODUC- 
TION PROBLEMS— 


Write today for complete informa- 
tion on this profitable line. 
WRITE NEW DEALER DEPT..| 


INTERNATIONAL BUSINESS FORMS 
An ale 


NCORPORATEO 


Little Rock, Ark. 
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‘,.. unmeasured service to 
a distinguished list 
of customers.” 


We are proud that the 

superior quality of our products 
has earned us the friendship of so 
many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 


We at Colonial will be happy to 
discuss your special requirements 
...may we hear from you? 


Specialists in the manufacture of 
spirit master units, spirit carbon, hand cleansers and fluids. 


olonial Carbon Company fe se le 


Serving the wholesale trade exclusively 


For More Information Circle No. 288 





SPEED-O-PRINT 
Worhds Finest Photo--Copitr 


COPIES EVERYTHING 
IN SIGHT...IN SECONDS 


Sooord-O-Phint CORPORATION 


1801 WEST LARCHMONT AVENUE, CHICAGO 13, ILL. 
Gentlemen: 


1 want to know why the Speed-O-Print Photo-Copier is 
superior. Piease send, without obligation, complete details, including 
@ photo-copy of this request. 

Name. 





Title 














CORPORATION 
1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILL. 


For More Information Circle No, 221 
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First choice of office workers and management everywhere 


THE MAGNIFICENT” BNEW! 


TIFFANY OFFICE MACHINE STANDS 


NEW! 
MODEL 
6000 


New Concept In: 

e STRENGTH & RIGIDITY 
e MACHINE SAFETY 

e OPERATOR COMFORT 
e RETRACT-A-BILITY 

¢ PORTABILITY 

e STAY-BILITY 





MODEL 
2500-GL 
(with glides) 
MODEL 
2500-CA 


(with casters) 





BUDGET PRICED stand with foot PHOTO COPYING...DUPLICATING 
pedal operated retractable cast- MACHINE TABLE. Precisioned con- 
ers. For light weight office ma- struction; heavy steel for insured 
chines. Undercoated solid steel rigidity. Top size: 30” wide, 18,” 
top. Square tubular legs. Two deep. Compartments and tray 
drop leaves. for supplies. 





Write for NEW ‘61 Catalog 


TIFFANY” STAND CO. 


7350 FORSYTH ¢ ST.LOUIS 5, MO. 


For More Information Circle No. 454 
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TOP QUALITY 
WHITEPRINT COPIES 
at a saving with... 


Patapar. 


TRANSLUCENT PARCHMENT #44-45 
The new Whiteprint Copy Master 


All over town—Paterson’s new Intermediate 
Weight Whiteprint Copy Master saves money. 
Yet copying speed and reproduction quality 
are exceptional. 


Here Are More Reasons Why You'll Want 

This Superior Copy Master: 

1. Visual opacity approaching that ofa regular bond 
2. A bright, white surface for contrast 


3. Strength and weight for repeated runs 
through your whiteprint machine 


4. Makes a perfect letterpress or lithographed 
business form 


5. Satisfies a need that up to now could only be 
filled by higher priced or impregnated papers 


PATERSON PARCHMENT PAPER CO. 


Bristol, Pennsylvania 
NEW YORK, N.Y. CHICAGO, ILL. SUNNYVALE, CALIFORNIA 


Are you now using an Ozalid, 
Bruning, Peck & Harvey, 
Revolute, Pease or any other 
diazo type whiteprint 
machine? Send for free 
samples of new Intermediate 
Weight Patapar Translucent 
Parchment 44-45 Whiteprint 
Copy Master. 


For More Information Circle No. 201 
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Heading Up Personnel Records 


With Addressing Equipment 


HEADACHE for many personnel 
offices is the proper heading up 
of records and forms for employees. 
Usually a new employee’s folder moves 
from one section to another, with each 
manually filling out its requirements on 
cards and inserting them. Before the 
folder is finally filed, it is dog-eared, 
and someone usually forgets to notify 
the payroll department before pay day. 
This wouldn’t be true if all records 
were imprinted with basic employee in- 
formation from a single source. Work 
could be completed more rapidly; con- 
fidential information confined to one 
or two people; there could be more 
accuracy, since information on all 
cards would be alike, and more uni- 
formity since the information would be 
in the same location on all cards. 

Two methods of imprinting are avail- 
able: addressing plates or tabulating 
cards can be used, depending upon the 
type of equipment in the office. Data 
printed on one address plate would re- 
quire at least two punch cards; volume 
might not justify installation of punched 
card equipment; addressing equipment 
is less cumbersome and less expensive; 
addressing equipment is usually more 
accessible on short notice; addressplate 
processing results in a more closely 
controlled operation. 

The first step in designing a system 
for address plate imprinting is to de- 
cide what records will be involved. Most 
companies have at least ten, including 
1) attendance record card, 2) salary ad- 
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ministration card, 3) supervisor’s his- 
tory card, 4) group insurance cards, 5) 
address card, 6) alphabetical card, 7) 
chronological card, 8) notices to medi- 
cal department, mailroom, telephone 
switchboard, 9) advice to payroll de- 
partment, 10) statistical cards for test 
results, etc. Each firm must select those 
records which it requires. 

Once the records are selected, it be- 
comes necessary to decide what will 
be imprinted on them. To do this effec- 
tively, list on a sheet all things now be- 
ing posted on all cards. The results are 
amazing: name and department number 
appear on all records; employment and 
birthdate appear on all but one; the 
Social Security number is vital on pay- 
roll records; etc. The order in which 
this information will appear on the 
forms is of equal importance, because 
not all of it is desired on all records, 
and addressing machines are capable 
of cutting off information, horizontally 
or vertically, on the plate. The least 
important information should be placed 
in areas where it is easiest to cut off. 

A good choice of information to be 
embossed on a plate might be: 

Line 1. Department Code Number, 
Employee’s Name, Name of Depart- 
ment 

Line 2. Marital Status, Date Em- 
ployed, Salary Status, Birth Date 

Line 3. Sex, Education, Work Cred- 


This article was prepared by the late Donald 
L. Brush when he was senior planning analyst 
at Connecticut General Life Insurance Co., 
Hartford. 








To: Addressograph - 15 


PERSONNEL DEPARTMENT WORK SHEET 





Dept. Code Employee's Name 





, 67 ‘ Doe, Mary E. 


Reeords 
30 








Marical Scatus Employment Date 


1-21-58 


11 





Salary Status 


Birth Date 


Sal. 32 10-14-18 





Education 





Work Credit 


Annual Review 


4 yre Jan. 





24 





IMPRINT 
(3) 
+ Salary History Card 
+ Name & Address Card 
+ Chronological File Card 
+ Supervisor's Card 


“Qoeutey - Car Registration Card 








IMPRINT 
3) 
B3454A- Key Sort Statistical Card 
0946 - Kardex Attendance Card 


(2) 
G33220 - Group Ins. & Hosp. Enrollment Card 
GR2040 - Group Pension Enrollment Card 








The work sheet tells what is to be embossed on addressplate and what records are to 


be imprinted with the plate. 


its, Month of Salary Review. 

Line 4. Social Security Number. 

The department code number can be 
the department’s budget code. Use em- 
ployee’s initials if name is too long. 
The date employed may be one of 
three: the first day worked with com- 
pany, day first worked full-time, an ad- 
justed date where partial credit is given 
for part-time hours worked, in which 
case follow the date with an “A”. Sal- 
ary status can be broken down into full- 
time, student, hourly, intermittent, night 
staff, cleaning women, etc. Education 
can list high school 0, 1, 2, 3, 4; col- 
lege, 1, 2, 3, 4, 5, 6. Work credits are 
the number of years of outside experi- 
ence in other jobs equated—usually one- 
half. 

The size and style of the plate will 
depend on the final number of lines 


80 


selected. Tabbing the top of each plate 
with metal signals is also important. 
A maximum of 60 selections that can 
be made with Addressograph signals. 
Twelve should be used to indicate the 
months of salary review; additional 
tabs should indicate such things as type 
of employment, hourly or salary em- 
ployment, education, marital status, sex, 
etc. Do not make this tabbing any 
more complicated than necessary. 
Plates can be filed alphabetically, by 
salary review month, salary status, etc., 
but it is recommended that they be 
filed by department code number and 
then alphabetically. 

In designing and printing forms for 
the system, make sure that the rectan- 
gular box in which the imprint will be 
placed is in exactly the same position 
both from the top and the side of each 
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NAME DEPARTMENT 


679 DOE, waRy & RECORDS 
ADDRESS ISL BY ai : 


x da Ca» 
MODE OF TRANSPORTATION Cosus [péar: 


——Ride — 
REGISTRATION NUMBER(s): 


— Drive 
STATUS: [7] SALARIED 
(check one) 


et 
CUNIGHT starr 


Cars parked on the 


([) PaRT-TIme HOURLY 


ity for fire, theft, or damage to 





3358 HOME ADDRESS 
DEPARTMENT 


: St 
E, WARY £ SALARY . 1 DATE 
cn qurorment DATE "SAL 10-14-18 cnn 
S Melon Maat 


CREDIT 
rs ¢ aM 





TEL. 


AD-aseo 


Type of Work 








WORK EXPERIENCE 


Employer 
Dates 


of Work Hired for: chad es 
pare loek ft. é 


istration card; 
d; car registrati ia 
grou hospitalization an history of job classifications, 
life and hosp! (on reverse si 
i oe rec : ich contains 
Top to botto bs at 
and superv 


81 
salary and test scores. 
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679 DOE, MARY E 


SOC. SECURITY No 


1-21-58 


RECORDS 


SAL 10-14-18 




















NAME COOE HO 
DATE OF BIRTH 








OATE EMPLOYED 








sex MARITAL STATUS | MEDICAL CLASS 





DATE INCREASE 


soe 
c.asse 


Jso8 


SALARY no. 


JOB TITLE 








Prom 
RATING 





x 








32 O69 





Pailix 
7 











CLERICAL TEST 


























uve 


























we 














“rie3 





“uve 








ALi Vi@¥Sia [Naa ivis 
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TRUST oe 76.7. ; 





TERM 
aTeo 











ese 297.998 





— 
Joe TYPE T 





J08 CLASSIFICATION 
13 oF 
® 10 " 12 over 


ofecopecccccccee 








unre 7 
1 2 4 7 ' 2 ? 


OEPARTMENT 
units TEN 
7 


‘ieee, at S| 
@@e@ee008 














Keysort card is marginally punched to 


form, to make it easy for the operator 
of the addressing equipment to get per- 
fect registration when _ imprinting. 
Aside from this, there are no limita- 
tions. The system provides for imprint- 
ing on sheets from 3”x5” up to 
814” x 11”. 

A records control clerk is the key 
person in this system. This clerk will 
be in full charge to see that the records 
system gets off to the right start and 
that all changes in employee status are 
reported and included. Although this 
job is not too time-consuming, during 
peakloads it is an important one. The 


82 





permit statistical analyses of personnel. 


accuracy of all personnel records will 
depend on her accuracy; the speed with 
which the records reach their destina- 
tions will depend on her adroitness; 
the elimination of leaks of confidential 
information will depend on her dis- 
cretion. However, in all but large com- 
panies (2000 or more employees), it 
would be a part-time job. 

Let us assume that Mary E. Doe has 
been hired and reports for work today. 
She might be required to sign several 
papers, such as W-4, but as far as this 
system is concerned only two are in- 
volved: 
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A combination group life and hos- 
pitalization enrollment cards. (There 
may be more than one group enroll- 
ment card involved.) 

A combination card on which Mary 
Doe fills out her address, how she gets 
to work and her automobile license 
plate numbers, if she will be using the 
parking lot. 

Neither of these cards has had boxes 
for addressing machine imprint com- 
pleted as yet. Upon receipt of the 
cards and application, the records clerk 
completes a work sheet form (page 80) 
to: 

1) Tell the operator what to emboss 
on the plate; 

2) Tell her which records to imprint. 
Printed numbers in the lower corner 
of each box tell the operator the cor- 
rect character spacing to use in setting 
up the plate. At this point the code 





COV PELE PPL PLP 


alia * 


sheet and two cards are ready for 
processing. 

Meanwhile, the records control clerk 
heads up any records which do not 
adapt themselves to imprinting. These 
might be an advice to the payroll de- 
partment or some statistical card. At 
this time an employee folder should be 
made up and any pre-employment 
forms, such as application, test results, 
references, etc., enclosed in it. 

Upon receipt of the worksheet and 
partially completed group insurance 
and address-security cards, the address- 
ing department embosses a plate and 
imprints whatever cards are called for 
at the bottom of the work sheet. This 
area of the form is divided down the 
middle — (forms named on the right- 
hand side are not required for part- 
time employees). Numerals in paren- 
theses above the cards indicate the 
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DEPARTMENT 


CODE 
679 RECORDS 


MARITA! 
STATUS EMPLOYMENT DATE 
3 1-21-58 


SEX 


DOE, KARY E 


SALAR 

sTaTus BIRTH DATE 
SAL 10-14-18 
worRK ANNUAL 
CREDIT 


4 JAN 


: find bg 





EDUCATION 
Ss 





YEAR ELIGIBLE 





Department Other Changes 
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The salary history card can be needle sorted for salary review dates. 
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Three-month rating form (a six-month form is also used). 


number of lines that are to be im- 
printed. 

When completed, the set is returned 
to the records control clerk who proof- 
reads the copy with the application 
form. Accuracy at this point guaran- 
tees the accuracy of all subsequential 
records. 

The control clerk also completes the 
entire set of records required for the 
folder. This includes a 5” x 8” salary 
history Keysort card with marginal 
holes which serves two purposes: a 
notch to match the salary review month 
acts as a check with the tabs on the 
address plate; for statistical analyses, 
the causes of terminations, average 
length of service, etc., can be deter- 
mined from holes punched. 

Also at this time, any posting, such 
as starting salary, should be completed. 
The records control clerk also should 
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hand post to the cards any information 
not embossed on the plate, but needed 
by the various sections of the depart- 
ment. When completed all records are 
sent to the proper section for filing. 
Then the procedure is ended, insofar as 
it applies to employment. 

However, addressing equipment im- 
prints also are valuable for salary re- 
view. The yellow 5” x 8” salary history 
card is received by the salary admini- 
stration division and filed by department 
code number, then alphabetically. Com- 
panies are apt to review the progress 
of new employees at the end of each 
month, at the end of three or six 
months, or at various other times. 

In any case, under this system merit 
rating forms can be prepared in one of 
two ways: 

1) Merit rating forms can be im- 
printed initially along with the other 
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CONNECTICUT GENERAL MERIT RATING 








CODE NAME DEPARTMENT DUE BACK tr Lire 
679 DOE, MARY E RECORDS 

MARITAL SALARY a 

3 ai 7021-58 pone CAL 10-14-1 Position Grade Last Review ~~) 

crear ‘meview | TO BE COMPLETED BY SUPERVISOR 
4 JAN 





sex EDUCATION 
HS 


Position Grade Today 





seneenesestresarnesosnaiesnsiantanasigsnansamanssitisissteanencatonsiasied | Position No. Today 








~ FOR PERSONNEL DEPARTMENT USE: 
Merit Rating | Last Increase +. Preseat : Appd. 
Rate Math Avg. | Date Amount _| __ Salary Ultimate _ Pattern _| _ Increase 


__ |Yaker Jee? | 3/007 


This employee should be rated against the requirements or standards of het job. You will find it helpful to have in front of 
you a copy of the job description and any production Standards that are available. 


WHAT ARE HER STRONGEST ABILITIES OR BEST TRAITS? 
































WHEREIN DOES SHE NEED IMPROVEMENT? 


On the lines below, mark employee: 5 if outstanding; 4 if very satisfactory; 3 if satisfactory; 2 if slightly deficient; 
1 if unsatisfactory; N if too new in position to rate. 


1. Absences_s3__; Absence Periods__Z— __ Rating: (Includes all absences, regardless of reason. 
Circle rating and explain under General Remarks if there are extenuating circumstances.) of 2 


2. Quality: Consider the general quality of work including accuracy, neatness, effectiveness. If the 
position calls for initiative, courtesy in public relations, analytical ability, etc., such 
factors should be considered. 


Consider total output, making no allowance because of newness on the job. If production 
records are available, refer to them. (Loss of production due to absence is considered in 
Factor 1.) 


Consider ability to get along with others, tact, appearance, personality, punctuality, 
attitude toward Company and contribution to general morale. Consider the amount and 
closeness of supervision required in actual work and in general office conduct. 


Supervisory Ability (If applicable): 
Consider ability to lead to develop teamwork, to instruct; ability and fairness in handling 
personnel problems; ability to develop Company loyalty and maintain happy yet effective 
employee relations. Consider quality and output of unit supervised. 





OVERALL RATING (If too new to rate, check here and do not rate below. [n] 


Please do not split ratings. Fractional ratings will be reduced to next lower category. 


Questionable 
On or Slightly 
Deficient Satisfactory Very Satisfactory Outstanding 


LJ L] [a] [5] 











Supervisor’s employee merit rating form. Reverse side has space for indicating pro- 
motability along both clerical and supervisory lines: capable of going far, of advancing 
several job grades, advancing one grade, enlarging duties with no change in grade; 
now at, or past, capacity. Supervisor is also asked for a summary (25 words or less) 
‘of major factors for consideration by salary committee. 
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For the 


SALARY DISPOSITION CARD 





CODE 


679 DOE, MARY E 


Salary NAME 
Cc , ittee 


/, 





DEPARTMENT 


RECORDS 








The Salary Committee has voted: 
[] Not to increase the salary 
[ViTo increase the salary effective 4 


Service Recognition Payment $ 


Remarks: 





Basic Annua! Salary from $ _»3 QQ To $ 22.30 


This card form re- 
ports the result of 
employee’s salary 
review, 


as follows 








employment record cards and kept in 
the personnel department until it is time 
to use them; 

2) Addressplates can be housed in a 
temporary file and imprinted on the 
merit rating form at the appropriate 
time. Imprinted merit rating forms are 
sent to department supervisors at the 
proper time, after which they are com- 
pleted and returned for the considera- 
tion of a salary increase. 

The annual salary review is much 
more complete. Several months in ad- 
vance, addressplates are pulled from 
the master file, and by use of the tabs 
on tops of the plates, two single line 
lists are prepared, along with a full- 
page merit rating sheet and a deck of 
3” x 5” salary disposition cards for all 
employees to be considered. This ma- 
terial is sent to a salary administration 
clerk who pulls her deck of 5” x 8” sal- 
ary history cards, and needles them for 
the proper month to be considered. 
There should be a name on the list for 
each salary card upturned by the Key- 
sort process. (At this point, some com- 
panies might wish to set this batch of 
the salary history card file apart for 
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later consideration. ) 

The two single line lists which the 
addressing equipment has prepared are 
used: 

1) As an advice to the job classifica- 
tion clerk so that any changes in duties, 
new write-ups, and perhaps upgrading 
in job class can be approved before 
the salary committee meeting; 

2) As an advice to the attendance 
records clerk so that attendance files 
can be reviewed to disclose poor at- 
tendance records of those coming up 
for review. 

The salary administration clerk com- 
pletes certain boxes of the merit rating 
blank from information on the salary 
history cards, such as position grade, 
last review, date and amount of last 
increase, and present salary. At this 
point, they are sent to the department 
supervisors for completion. The deck 
of salary disposition cards serves as a 
control to govern their return to per- 
sonnel. 

When the merit rating forms are re- 
turned to the personnel department, the 
salient information is typed on a spread 


(Continued on page 277) 
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Calculated Bidding for 
Successful Competitive Pricing 


WILLIAM H. POLDEN, Controller, REF Dynamics Corp., Mineola, N. Y. 


LL GOOD budget men know that 
A the secret of successful competi- 
tive pricing during tight business peri- 
ods is “calculated bidding.” Budgeting 
results in overhead figures which are 
the sum total of expense disbursements 
expected during a_ specific period. 
These expense totals become overhead 
in various areas such as sales, engineer- 
ing or manufacturing. 

Many companies, even in this day 
of enlightened accounting, use an over- 
all burden rate to establish a selling 
price. That is, all expenses are totaled 
for a specific period, and the amount 
of direct labor dollars to be generated 
and paid during this same period is 
also totaled. This direct labor dollar 
total is then divided into the total ex- 
pense figure and the result is a burden 
rate for pricing a bid or proposal. Sorry 
to say, but these companies are out in 


When a salesman 
comes in with a 
hot lead for a job, 
he depends on the 
budget director 
and the estimator 
to provide a real- 
istic price for pro- 
posal to his cus- 
tomer. 


left field with such a practice. 

To successfully use calculated bid- 
ding methods, any company having 
more than one production department 
must refine its budgeting to a depart- 
mental basis. Get your overhead ex- 
penses more finely apportioned to each 
department and make such expenses 
realistic. Take the water out of over- 
loaded expenses. In proper seasons, 
take a long look at fuel costs, light and 
power costs, maintenance costs, etc. 
Place all depreciation costs on a true 
economic basis. Stagger vacation peri- 
ods so that replacement of employees 
is minimized. The budget man must 
know the areas to be watched. 

Once you have established true ex- 
pense costs for each department you 
will then have a departmentalized bur- 
den rate, and therein lies one of the 
major advantages of calculated bidding. 


A. Devaney, Inc., N. Y. 





~ 


A. Devaney, Inc., N. Y. 


For example, let’s consider a com- 
pany having six productive depart- 
ments: 1. Shear; 2. Press; 3. Heat Treat; 
4. Paint; 5. Weld and 6. Assembly. 
These departments are standard for 
sheet metal operations. 

Now let’s imagine that your salesman 
walks in the door with a hot lead for 
a job that needs a sharpened pencil for 
a good “get” price. Let’s imagine, too, 
that the prints he carries to the esti- 
mator are for manufacture of parts and 
their assembly into a bread box. 

Assuming your estimator is capable, 
the result he comes up with is the pro- 
duction hours necessary by department 
(and this is important to calculated bid- 
ding) to produce the bread box. 

By using the old hat method of es- 
tablishing a selling price, the accounting 
department would apply a labor rate 
to the hours calculated by the estimator, 
apply an overall burden charge to this 
labor cost, and tack on a profit per- 


In calculated bidding, 
it is important to 
know the exact num- 
ber of production 
hours required by 
each manufacturing 
operation. 


centage. What’s this 
method? Plenty! 

Suppose that bread box could be 
produced in just three process steps: 
1. Shear Dept.; 2, Press Dept. and 3. 
Assembly Dept. (Most bread boxes 
can). Your accounting has just loaded 
this estimate with a burden rate which 
includes the Heat Treat, Weld and 
Paint departments. In effect you have 
unrealistically priced your proposal, and 
quite probably will lose the order to a 
more “calculated” bid. 

Calculated bidding has another im- 
portant facet to fight competition. If 
your budget man has a complete grasp 
of all expense areas, it is entirely pos- 
sible that you may want to make a 
price proposal to a customer at a cal- 
culated risk. This may mean that you 
will want to price a job at a figure 
which omits sales expense, or engineer- 
ing expense. It is even possible that 
you may want to sub-contract a certain 


wrong with 
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The estimator must 
know current ex- 
penses, reduce them 
to a realistic figure 
and omit expenses 
which are not. ap- 
plicable to the job. 


portion uf the machine work and do 
other portions with your own equip- 
ment. In such instances be prepared 
to lift out of the burden rate your 
equipment depreciation expense for 
such contracted work, or any material 
handling cost which is not realized by 
having this work done outside your 
own plant. 

Calculated bidding can be summed 
up in simple terminology: know your 
expenses on a current basis; reduce your 
expenses to a realistic figure; be pre- 
pared to omit from consideration ex- 
penses not applicable to incoming 
work. 

Your monthly operating statement 
will quickly tell you the amount of ex- 
pense you are failing to recover in your 
sales income. Watch this unabsorbed 
amount carefully and plan ahead to 
recover these operating losses as quickly 
as you can. We all know that every 


} 
| 
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company periodically obtains certain 
jobs that can stand additional expense 
cost. This is especially true in long 
term contract work where automation 
or internal efficiency has effectively 
licked the processing time of a prod- 
uct. Savings in direct labor can offset 
the expenses of calculated risk projects. 


Finally, we must stress the im- 
portance of a budget man. He must 
be an integral part of the management 
team; he must be alerted to any con- 
templated changes, and finally he must 
have a say in every area which affects 
your operating cost. 


Your budget man is a tool of man- 
agement. He can wield a sharp scalpel 
for effective cost reduction. Keep this 
tool primed with a finely honed edge 
by providing an abrasive of intelligent 
operating information constantly flow- 
ing in his direction. 





Some Faults to Avoid 


When Preparing 


SEYMOUR ETKIN, Statistician, U. S. Census Bureau, Washington, D. C. 


OME STATISTICIANS and econ- 
S omists insist on cramming into a 
single chart all the details of a statis- 
tical table. Some persist in loading a 
chart with geometrical figures that clash 
like opposing soldiers on a battlefield. 
The result, in either case, is usually a 
monstrosity. 

Others engaged in presenting statisti- 
cal data via a graph fail to select the 





significant elements that make a chart 
attractive and instructive. They wind 
up with a meaningless chart. Mislead- 
ing charts are difficult to spot, and it 
is even more difficult to pinpoint their 
cause. The inherent nature of the sta- 
tistics seems to be the cause of the 
trouble. 

The loom chart (Fig. 1) is an ex- 
ample of a monstrosity. It is cluttered 
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Fig. 1. A real monstrosity. Figs. 2A and 2B opposite were prepared from the same data. 
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Statistical Charts 


with detail. One doesn’t know where 
to look first, and after looking, one 
can’t decide what he sees. Using the 
data from which. this chart was pre- 
pared, it would have been better to have 
prepared two charts, (Figs. 2A and 
2B). 

Why do I think the suggested charts 
are better? The line showing average 
hours per loom per week is apparently 
highly erratic because of seasonal fac- 
tors. By repositioning the lines (Fig. 


2A) I have attempted to make the sea- 
sonal pattern stand out, and to empha- 
size the level changes between the years. 

In the second chart (Fig. 2B) the 
number of bars is cut down appreciably 
from that contained in the original. In 
the first place, the cross-hatched bar 
(showing the “% of Ist shift looms 
running 2nd shift”) is eliminated com- 
pletely because the height of the bar 
is practically constant at 100% each 
month. The number of opaque bars 
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Fig. 2A 
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Fig. 3. An appar- 
ent clashing of 
lines and bars. (See 
Fig. 4 below.) 
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(showing the “% of ist shift looms run- 
ning 3rd shift”) is reduced. I have ex- 
tracted a particular month, February, 
and have shown year-to-year changes 
for that month. 

Figure 3 is another example of a 
monstrosity. Here the cause is appar- 
ent—clashing lines and bars. The new 


chart (Fig. 4) was prepared from the 
same data but the picture should be 
clearer. Total immigration was some- 
what indecisive during the years 1950 
to 1953. Between 1953 and 1957 total 
immigration trend was upward. 
“Quota” immigration followed the 
same trend as total immigration between 
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Fig. 4 Chart pre- 
pared by the au- 
thor from the same 
data as Fig. 3. 
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1. To save filing time: spillproof Acco folders 


Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 


tout cnn sty avin ACCOBIND 


never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 











2. To save storage space: adjustable Acco binders 


Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economioal, spillproof 
—ideal for records, invoices, 


catalogs. Long-lasting press- AC Cc © bd by E's 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 


‘ACCO PRODUCTS 4 Division of Natser Corporation, Ogdensburg, N.Y» @ In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 458 


CHARGE ACCOUNTS 
[Billions of Dollars] 


AUTOMOTIVE GROUP 


¢ 


TOTAL CHARGE ACCOUNTS ALL RETAIL STORES: 
$7.1 BILLION 
0.5 





INSTALLMENT ACCOUNTS 
[Billions of Dollars] 
0.5 1.0 1.5 


AEA 


SEK 


~<a 


LUMBER, BUILDING, HARDWARE 
FARM EQUIOMENT GROUP 


APPAREL GROUP 


FOOD GROUP 


TOTAL INSTALLMENT ACCOUNTS ALL RETAIL STORES: 
$5.0 BILLION 


0.5 


Fig. 5. A highly confusing chart. 


1950 and 1953, i.e., its proportion to 
the total remained constant. However, 
between 1953 and 1957 the proportion 
of “quota” immigration sharply de- 
creased. 

Figure 5 also can be classified as a 
monstrosity. Here an attempt was 
made to create a “third-dimensional 
effect” on paired bars in a horizontal 
direction. The result is disastrous. The 
first impression one gets is that one 
bar, representing 1957, is decidedly nar- 
rower than the other bar representing 
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1958. Only close and careful examina- 
tion will reveal that the 1957 bar is 
the same width as the 1958 bar. An- 
other weakness of this chart is the way 
“accounts receivable on charge ac- 
counts” is shown. Here the bar is ex- 
tended to the left to indicate an in- 
In a chart of this type, bars 
extended to the left usually indicate 
decreases, such as negative percentage 
changes, losses, etc. 

Describing a chart as “meaningless” 
is a bit too harsh. Somebody will al- 


crease. 
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Health and Housewares Magazines Soft 
beauty aids goods 


KEY: — — Supermarkets (4-10 stores} 
= 2 6-99 stores) 





Outside servicing by rack jobbers and wholesalers of non-food lines 


Records 


{100 or more stores) 


Fig. 6. A_ bar 
chart, rather than 
a line graph, would 
have been better 
here because there 
is not continuance 
of data between 
the points plotted. 








most always find something of value 


in every chart. However, some graphs 
suffer in meaningfulness because of a 
“goof” in using a line instead of a bar. 
This may sound like an inconsequential 
error but take a look at figures 6 and 7. 

In figure 6 a discontinuous or dis- 
crete series—health and beauty aids, 
housewares, magazine, etc.—has been 
plotted along the horizontal or “X”’ axis. 
The vertical or “Y” axis contains the 
percentage of total store servicing ac- 
counted for by rack jobbers. The points 
are connected by lines. There is no 
“connection,” i.e., no necessary rela- 
tionship, between the percentages for 
housewares and for magazines. To put 
it another way, look at the heavy black 
line between housewares and magazines 
and visualize a point half way between 
them. What does such a point repre- 
sent? Absolutely nothing. You can 
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read the percentage as 45% at this 
point but what commodity does it ap- 
ply to? Obviously, none. 

A vertical bar chart would have been 
more appropriate for statistics of this 
type. This brings us to an important 
principal: if the data relate to a dis- 
continuous series, use a bar chart. If 
the data describe a continuous series, 
a bar chart or a line chart may be used. 

The upper lines in figure 7 contain 
the same fault found in figure 6. In 
figure 7, the lines connect points for 
each state. Since the states constitute 
a discrete or non-continuous series, the 
lines are meaningless. Here again, ver- 
tical bars should have been used. (This 
is exactly what the designer of the 
graph did in the bottom portion of the 
chart!) 

Figure 8 is an example of a chart 
containing a misleading element. It 
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Your company is judged by the office you keep... 


The first impression is a most important impres- 
sion! Cole Steel office furniture will create the 
office you want—the impression you want to give. 
By its rich look, by its integrity of design, Cole 
instantly tells of quiet good taste. Cole equip- 
ment creates an atmosphere of comfort and 


luxury that will impress your visitors and make 
your office an inspiring place to work. See for 
yourself why Cole Steel is so far ahead in the office 
equipment field. Free: send for our latest full color. 
catalog... today! Cole Steel Equipment Co., Inc., 
Dept. 27,415 Madison Ave., New York 17, N. Y. 


COLE STEEL 


NEW YORK CITY © CHICAGO « PHILADELPHIA « LOS ANGELES + SAN FRANCISCO « HOUSTON ¢ ATLANTA ¢ TORONTO, CANADA 
For More Information Circle No. 213 








Brainchild 


$125! How good can it be?” 
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You can’t blame a businessman who pays 
$500 to $1,000 for an office calculator for 
being skeptical about what he can get for 
$125.* And for looking twice at our Brain- 
child that claims to do just about everything 
the big, expensive machines do...and a 
couple of things they can’t. 

The big machines add, subtract, multiply 
and divide. 

So does the Bohn Contex. 

The expensive machines give a running 
total, include an automatic decimal indicator 
and hold a constant. 

So does the Bohn Contex. 

Now here’s what the big, expensive calcu- 
lators can’t do. 

They can’t double as high-speed 10-key 
adding-subtracting machines. 

The Bohn Contex can. 

They can’t be operated by anyone after 
just a few minutes instruction. 

The Bohn Contex can. 

Most important of all, the Bohn Contex 
is the first compact, 10-key calculator that’s 
truly portable. Brainchild of top inter- 
national designers, it weighs only six pounds 
and is no bigger than your telephone. Slips 
into a briefcase and goes to work anywhere. 
Executive office, accounting department, out 
in the field, on business trips, plane, train, 
home... anywhere. 

Businessmen, salesmen, engineers, archi- 


tects, students, housewives find the Bohn ° 


Contex the easiest, fastest way to figure bills, 
invoices, percentages, extensions, estimates, 
income tax... 

All this for $125*! No wonder they were 
skeptical. 

For hour-after-hour use, there’s the Bohn 
Contex Electric. Same size, same features, 
but greater speed and ease because the 
motor does the work. Only $235.* 

Borrow a Bohn Contex and see for your- 
self how good it can be. Any dealer listed 
on the right will lend you a hand (or 
electric) model. 

If the dealer in your city is not listed, or 
you're not in a borrowing mood, just mail 
the coupon. 


PLUS F.E.T. CARRYING CASE $14.95 


Akron, Summerville’s * Amarillo, Russell Stationery 
* Atlanta, DeKalb Office Equip. * Bakersfield, Valley 
Office Supply * Baltimore, Lucas Bros. * Birming- 
ham, Standard Duplicating Machines * Boston, 
Thorp & Martin * Bridgeport, Frank McGuire * Buffalo, 
Office Automation * Charlotte, Pound & Moore * 
Chicago, Horder’s * Cincinnati, Pounsford's ° 
Cleveland, Broome Bus. Mach. * Columbia, R. L. 
BryanCo. * Corpus Christi, Maverick-Clarke * Dallas, 
S. L. Ewing * Denver, Kistler's * Des Moines, Berry- 
Myron * Detroit, Macauley’s * El Paso, Office Service 
Center * Evansville, Smith & Butterfield * Ft. Wayne, 
Needham's * Ft. Worth, Specialty Service * Fresno, 
Stanton Office Machine * Greensboro, S. T. Wyrick 
¢ Hartford, Plimpton’s * Houston, Maverick-Clarke 
* Indianapolis, Rex Bus. Mach. * Jackson, Miss., 
Office Supply Co. * Kansas City, Kansas City Loose 
Leaf * Los Angeles, Office Machines Inc. * Long 
Beach, Calif., California Calculator * Louisville, 
Fetter’s © Lubbock, Hester’s * Madison, Blied « 
Memphis, S. C. Toof * Miami, Accurate Bus. Mach. 
* Milwaukee, Clark Bus. Mach. * Minneapolis, Farn- 
ham’s * Mobile, Len Meyer * Newark, New Jersey 
Office Supply * New Haven, Edward Granfield * 
New Orleans, Amann Bus. Mach. * New York, Bohn 
Duplicator Co.; Collister Corp.; Mineola, L. L., 
D. Waldner * Newport News, Geo. L. Smith * Oak- 
land, Win Phillips * Omaha, Bishop Bus. Equip. 
* Orlando, George Stuart * Palo Alto, Delmer Israel 
* Pasadena, Anderson Typewriter * Paterson, Pitch- 
er's * Peoria, Acme Cash Register * Philadelphia, 
Pomerantz * Phoenix, Heinze, Bowen & Harrington 
¢ Pittsburgh, Milton Wiener * Portland, Oregon 
Typewriter * Providence, Office Appliance Co. * 
Rochester, Dunphrey Duplicating * St. Louis, Von 
Soosten & Co. * Salt Lake City, Salt Lake Desk 
* San Antonio, Maverick-Clarke * San Diego, Nelson 
Bus. Mach. * San Francisco, Quality Office Mach. 
* San Jose, Kennedy Bus. Mach. * San Juan, Real 
Hermanos * Santa Ana, Tiernan’s * Seattle, J. K. 
Gill & Lowman-Hanford © Sioux City, Standard 
Office Equip. * Spokane, John W. Graham * Stock- 
ton, Turner Bus. Mach. * Tacoma, Allied Bus. Mach. 
* Toledo, Toledo Bus. Mach. * Trenton, Valentines 
* Washington, D. C., Ginn’s, Stockett-Fiske * Wil- 
mington, Hilyard’s * Winston-Salem, Hinkle’s 
* Worcester, Mass., G. E. Stimpson * In Canada, 
Scandinavian Bus. Mach., Montreal 


‘ahaa Duplicator Company, Dept. W-11 

| 444 Park Avenue South, New York 16, N. Y. | 
Send detailed specs” on your Brainchild (manual 
0 electric. — Send name of nearest dealer. 


NAME 
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Bohn Contex Calculator 


For More Information Circle No. 337 
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Fig. 7. Upper graph lines might better have been vertical bars (as at bottom) since they 
too relate to the states and not to a continuous series of data. 
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Fig. 8. This chart of business changes 
should have omitted business failures 
which is not a positive element. 


shows percentage changes in some im- 
portant economic indicators. One would 
assume that indicators showing positive 
changes, as those in the upper portion, 
are changes for the better. Conversely, 
minus changes represent worsening con- 
ditions. However, the top bar, show- 
ing the greatest positive change, repre- 
sents business failures. A_ positive 
change for this indicator is an indica- 
tion of unfavorable economic condi- 
tions. There appears to be no method 
of showing business failures inverted in 
a graph of this kind. Under these cir- 
cumstances, the only solution is to ex- 
clude the line for business failures from 
the chart. 


(Nothing in this article is to be interpreted as an official statement of the U.S. Dept. of Commerce.) 
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Do any mounting job 
in half the time with 
the tape thats sticky 
on both sides! 


“SCOTCH” Double-Coated Tape #665 


can save time and money in your office dozens of 
handy ways. Does any mounting job in seconds—re- 
quires no drying time. The secret? An adhesive coating 
on both sides, like a neat clean ribbon of glue. No 
spills, spots or wrinkles on important papers! So easy 
to use—there's no liner to remove. Long-lasting—con- 
venient, too! Won't become brittle—stays pliable—and 
so thin it doesn't bulk up files. Attach riders and endorsements— 


easily, mount displays—neatly, 
splice papers—securely. 


LINERLESS! 
Tape is a Tool—Choose the best tape for the job A 


“SCOTCH BRAND 


**SCOTCH’* IS A REGISTERED TRADEMARK OF THE 3M CO., ST, PAUL 6, MINN, 


Lr ® oy 


m 
Miienesora Jffinine ano Manvuracrurine COMPANY sy, 
WHERE RESEARCH IS THE KEY TO TOMORROW SS y 
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“SCOTCH Brand 
Magic Mending Tape 
practically invisible! 


Looks white on the roll, but when pressed down on 
paper it almost disappears. Its no-glare backing lets 
you read right through it. Won’t ghost in copying 
machines. 


you can write on it! 


~~ tions and corrections in ledgers, punch cards, charts, 
and graphs can be made right over mended tear. 


long-lasting’ 


Lasts as long as the paper it mends. Holds tight, 
stays clear, never gets sticky at edges. Sticks 
tighter, too! Never affected by heat or humidity. 
Perfect for mending permanent office records, 
file copies, torn documents, books. 


Tape is a Tool—Choose the best tape for the job Scorcw 7) 


Magic Mending Jape 


No. 810 


“SCOTCH” BRAND 


MMitenesora (finine ano )ffanuracrurine company “a 
+++ WHERE RESEARCH IS THE KEY TO TOMORROW i 





We Don’t Need a Complete 


Functional File to 


Control Our Forms 


GEORGE BIEK, Supervisor, Forms Design & Control, 
General Foods Corp., White Plains, N. Y. 


HEN A GREAT MANY forms 

are used, it is highly improbable 
that the number of active forms can 
be reduced to a minimum unless you 
bring together all forms that perform 
the same function. But we do not be- 
lieve it is necessary to have a compre- 
hensive functional forms file containing 
all forms. It is possible to set up a 
limited forms file by assigning forms 
numbers which will bring together 
forms common to all departments, such 
as invoices, bills of lading, applications, 
purchase orders, etc. A good source 
for these classifications would be a 
stock forms catalog. 

Classifying all forms functionally will 
undoubtedly provide a greater number 
of opportunities to combine forms, but 
the savings in the reduced number of 
forms might be considerably less than 
the cost to establish and maintain this 
file, compared to a limited functional 
file which would bring forms together 
automatically by their numbering. As 
orders are placed for printing, observa- 
tion will indicate if it is justified to set 
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up the comprehensive file of all forms. 
Forms which have items preprinted can 
be omitted because they obviously can- 
not be combined with other forms 
unless the others have the same items 
listed. Also omit such general use forms 
as bills of lading, invoices, interoffice 
memos, etc., which can be assembled 
by using numbers in the same series 
with suffixes to distinguish one from 
the other. If, after you have eliminated 
these items, a large number of forms 
remain outside these categories, then a 
functional file is indicated, but there 
is still no guarantee that it will prove 
economical. 

On the other hand, you may have 
too many general purpose forms. To 
keep the number of active forms at a 
minimum, your clerks may be writing 
items which could be preprinted. The 
cost of the form is small compared to 
the clerical cost each time the form 
is used. 

When you combine forms containing 
items that are not universally filled in, 
you must instruct people as to which 
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Fig. 
items they are to fill in, to prevent un- 
necessary work. We combined the fol- 
lowing on our payroll change voucher 
(Fig. 1): new employee notice; change 
in classification and/or pay rate; trans- 
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fer and/or address change; separation 
of services; change in personal data. 
To make certain that unnecessary 
work would not be performed, our 
sales department prepared a chart (Fig. 
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| Get extra mileage 
| from your carriage 
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with quality WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 
Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 

And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultikKopy Durametric Carbon Papers 


Always send a “‘Time-Saver’’ courtesy carbon copy 


F.S. Webster Company « 8 Amherst Street » Cambridge, Mass. 
For More Information Circle No. 210 














DIEHL V Model...a fundamental 
advance in the capabilities 


of automatic calculators. 


@ Unique mechanisms select the fastest 


way to solve any multiplication. 





@ Unequalied simplicity of 


operation delivers swift, sure 


answers with automatic decimals. 


the way to FASTER RESULTS 





@ New versatility and convenience 


give you superior performance in every 


DIEHL 
Supermatic V 
Caiculator 


application. 


@ Diehl's precision engineering guarantees you 


years of perfect operation. 





Can any other caiculator 


offer the efficiency 


DIEHL CALCULATING MACHINES, INC. 
527 Madison Avenue 
New York 22, N. Y. 


and precision of the 


new DIEHL V? 


O Send full information immediately! 

Your own evaluation will 

O Have representative call to 
arrange free demonstration. 


provide the answer. 


Send coupon today. 


Name 





Address 








For More Information Circle No. 281 





ote ACOUSTINET 
DESIGNED 
BY YOU 


NEW*eMODERN® FUNCTIONAL 


An office manager out west re- 
1 more area for copy place- 

a southern office expressed 

more shelf area—an 

etitioned for easy inser- 
material—and so the 

ol aae Mar: tele Mbaaeleotmael see 

All New 62 Gates 


y you to be 


It effectively answers all the needs 
of those who need it. Oh yes—don’t 
overlook its primary function to 
SNUFF OUT OFFICE MACHINE NOISES 
».+ UP TO 15% 


A Gates Acoustinet does this well 
—providing a more pleasant place 
for you to work. 


GATES GUARANTEES RESULTS 
OR YOU DO NOT PAY 


GATES ACOUSTINET, INC. 


P.O. Box 91-11B, Buffalo 23, New York 
For More Information Circle No. 321 
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2) to show what items should be filled 
in on the combined form for the vari- 
ous types of changes. While the com- 
bination was a good thing, the savings 
were not as great as expected. 

There are two methods of combining 
forms: laterally and vertically. Lateral 
combination is for forms which serve 
the same or similar function. The func- 
tional file brings together forms which 
perform the same function. You still 
use the same number of pieces of paper 
as before, but you reduce the amount 
of work to obtain the form, pay lower 
prices due to longer press runs and 
have smaller overall forms inventories. 

The real saving is gained from com- 
bining forms vertically. A functional 


| file does not necessarily indicate these 
| possibilities. Vertical combination 
| means combining succeeding forms to 


eliminate typing. For example, we com- 
bined invoice, drop shipment and bill 
of lading forms. A methods study 
showed that information on each suc- 
ceeding form was copied almost exactly 
and each succeeding typing had to be 
checked for errors. By modifying each 
form, we put the items in the same 
relative position on the combined form 
for one typing and checking operation. 

This combination does not limit itself 
to typing all copies at one time as with 
snapout or continuous forms. There 
are other means to accomplish the 
same ends, e.g. one typing can put the 
same information on different forms 
without having to retype and proofread 
each one. An example is to type a 
paper offset plate or hectograph master 
and use different preprinted forms. An- 
other method is to use punched cards 
on tabulators to strike-in different 
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forms. There are other means of du- 
plication but the ones mentioned are 
most common. 

Time and money is lost also in typ- 
ing and proofreading reports. Multiple 
copies of reports can be made me- 
chanically from penciled worksheets. 
If 20 copies or less are needed, the 
report form can be run through a copy- 
ing machine. For a larger quantity, 
the figures can be written on a hecto- 
graph stencil or paper master for offset. 
If the figures are legible enough for a 
typist to read, they should be satisfac- 
tory for any who may have to read the 
report. 

Too often a form man’s efficiency is 
judged by how many forms he elimi- 
nates or combines. This is not always 
a true barometer. We once used over 


a half-million stock bills of lading an- 
nually; today we use fewer than 15,- 


000. Almost all our B/L forms now 
contain preprinted lines with the cor- 
rect freight classification, names of 
products, rate agreement numbers, di- 
vision name and address. (There is a 
$1.50 charge by warehouses, not com- 
pany-owned, to prepare each B/L if 
the above information is not supplied 
on the form.) 

The best means of eliminating forms 
is by standardizing procedures through 
methods studies. We standardized our 
purchase order forms, yet some divi- 
sions require an original and 
copies, while others require five, six, 
seven and up to ten copies. It is diffi- 
cult to change this in a large company 
because decentralization gives local 
managements considerable latitude. 

I do not believe there is the same 
urgency today to eliminate and combine 
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Gates ACOUSTINET 


RRR 


NO NOISE Is 
Se 


Get the good news from Gates now—Write 
and find out how a Gates Acoustinet can 
up your office efficiency. by controlling 
undesirable office machine noise. Check 
the Gates line of custom console models 
designed specifically for accounting and 
bookkeeping machines — National Cash — 
Burroughs, Addressograph and Multigraph. 
Handsome appearing, complete with indi- 
rect fluorescent lighting and easily moved 
about, Gates Acoustinet, console models 
will reduce noise up to 50%. 


GATES GUARANTEES RESULTS 
OR YOU DO NOT PAY 


GATES ACOUSTINET, INC. 


P.O. Box 91-11A, Buffalo 23, New York 


For More Information Circle No. 385 
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Communications 
versatility at 
your fingertips 


With Teletype Model 28 printers your messages and data can 
be sent quickly and economically to any destination, near or far. 
But this is only part of the story—these printers offer an array of 
optional features that can multiply the usefulness and versatility 
of your communications system, save you important time and 
effort. Here are examples: 


e Pin-feed platen for controlling multi-copy business forms. 


e Choice of platen widths to accommodate almost any size form 
or message paper. 


Vertical as well as horizontal tabulators. 

Automatic form feed-cut—spaces out completed form with one 
key stroke, brings next form to starting position. 

Variety of type styles and sizes. 

Parallel-wire arrangement for business machine print-out. 
Built-in sequence selector for controlling remote equipment. 
Adaptable for DATA-PHONE and telegraphic communications 
services. 

Teletype equipment is manufactured for the Bell System and 
others who require the utmost reliability from their data commu- 
nications systems. For further information write to Teletype 
Corporation, Dept. 37L, 5555 Touhy Avenue, Skokie, Illinois. 





CORPORATION ® sussiomry of Western Electric Company in 


For More Information Circle No, 445 
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Ad Agency jargon that advises a close-up look at a new idea. 
A tip you might remember when paper's in the picture. The successful 
outcome of an important printing job hinges on smart 
selection...the paper you put to work must meet all the 


qualifications necessary for top level performance. 
Get thal “extra bounce”, get Fraser printing papers... 


A 


ts 


dy 
Ny *SNOWLAND BOND, MIMEO AND DUPLICATOR, FRA-OPAQUE 
} 


yy AY 


ok IY ls a Fraser Peper 


FRASER PAPER, LIMITED 


SALES OFFICES: NEW YORK, CHICAGO 8 MILLS: MADAWASKA, MAINE 


For More Information Circle No. 339 
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FOR 
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Fig. 


forms that there was years ago when 
forms were more expensive to print. 
Whenever we come instances 
where a clerk types lines on a report 
each month, we draw 


across 


a form to 
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OUCHER CHECK LIST 
inf red) _ 


nformatton requt 


EPARATION 
1 ieee | 


| per 
OR 
EAT 


TERM 


2 
simplify this task. Forms of this type 
are never stored in a stockroom. The 
plate is returned to the user to elimi- 
nate any follow-up. 

There are a few occasions when a 
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ALLO 


Do all your 


paper jogging 
jobs faster, 
easier— 


Increase office efficiency, stop waste. Checks, 
business forms, invoices, mail and many other 
jobs can be quickly aligned for easier handling. 
The electro-magnetic drive unit delivers 3600 
vibrations per minute—enough to align most 
paper stock. Simplicity of design assures long, 
trouble-free operation with low maintenance. 


Easy to operate, rheostat control. Available in 
a variety of sizes and styles—table deck, 
divided deck or bin type. 


For detailed information write tp— 4) py5 


For More Information Circle No. 240 





functional file is a help, when someone 


asks if there is a certain type of form 
in existence. This is solved by calling 
some of the nearby divisions. If they 
have one, we ask for the form number. 
When we weigh all the factors pro and 
con, we are convinced that the cost of 
setting-up and maintaining a functional 
forms file at General Foods would far 
exceed any benefits we might get by 
having one. 

The manner in which our forms con- 
trol section maintains its master forms 
file may be of interest. We use various 
colors of Scotch tape on the tabs of 
the file folders. Red tape designates a 
form that is stored in our headquarters 
office stockroom, and white tape means 
the form is stored at our central sup- 
ply stores in Kankakee. Blue tape is 
used to indicate that a form is on con- 
tract with one particular supplier and 
should not be ordered from a different 
printer. These signals, which can be 
casily removed or changed, save time 
when reviewing forms. It is possible 
to have all three tape signals, or any 
combination of them, on a single tab. 
Signals do not interfere with forms 
numbers on the tabs. 

We use five-position folders in our 
master forms file. The tab position is 
determined by the last digit in the num- 
ber of each form, e.g., tabs in the first 
position are for numbers ending in | 
or 6; second position tabs are for 2 or 
7. etc., with the fifth position tab for 
numbers ending in 5 or 0. This simple 
device has helped tremendously in lo- 
cating a misfiled folder. It also makes 
it easier to find any folder in the file 
since we need look at only the tabs 
in one of the five positions. 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 


CONFIDENTIAL PAPERS — 


Ciel 


~ 
7% 
\ 


af 


is 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

multiple thicknesses of paper. 

Handsome, modern design and 

YOUR PAPERS ie clean, noise free operation suit- 

GO IN HERE. WAN able to any office. Yours at a new 
ARNG.‘ low price. 


FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 


UNREADABLE y THE 


SHREDS COME m® SHREDMASTER 


CORPORATION 


384 Woodcleft Avenue 
Freeport, New York 


Protect your business secrets with Shredmaster . . . 
Pioneers in office shredding since 1942. 


For More Information Circle Nc. 304 
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PLAIN TALK 


ABOUT CUTTING 
BUSINESS COSTS 


MOST BUSINESSMEN are concern- 
ed right now with cutting costs. And 
they know this: Some costs can be cut, 
and some cannot. We propose here 
to talk about costs that can be cut 
quickly and easily. Communication 
is a matter of great expense to prac- 
tically every business, and a Dicta- 
phone TIME-MASTER “ dictating ma- 
chine system can reduce this greatly 
and almost immediately. A point 
worth making here is that the instal- 
lation of Dictaphone equipment 
means that you accomplish more 
with the same people, which means 
you don’t have to add or replace 
personnel. 


Essential facts about the 
Dictaphone TIME-MASTER: 


1. It is the most widely used and 
simplest-to-use dictating machine. 


2. It is distinguished by the red 
Dictabelt® record on which you can 
see your dictation on visible tone 
grooves. Dictabelt gives you confi- 
dence with ““The sound you can see.” 
3. A Dictabelt costs only 4¢, accom- 
modates 10 average business letters. 
Use it once, throw it away, mail it or 
file it. No rehandling. 


4. The TIME-MASTER is easy to 
operate. Four thumb buttons control 


the whole operation. If you have a 
thumb, you can learn to use this 
machine in a half-hour, even if you 
can’t change a typewriter ribbon! 


This modern automatic dictation 
system is one answer to the squeeze 
on profits because it saves so much 
time, effort and money, at so little 
cost. 

Why not let a trained Dictaphone 
Systems specialist study your partic- 
ular dictation requirements? He'll 
gladly survey your office and show 
you how you can increase your 
profits with an improved communi- 
cation system. 


Dictaphone’ 


For More Information Circle No. 216 
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Technological Changes in Ribbons and Carbons 


JOHN D. EDWARDS, Vice President—Sales, 
Columbia Ribbon & Carbon Mfg. Co., Glen Cove, N. Y. 


YPEWRITER ribbon and carbon 

paper used in the 1961 office have 
essentially the same functions and ap- 
pearance as they did 20 years ago, but 
there the resemblance ends. 

The inherent quality and perform- 
ance capability of | : 
today’s products 
have very little in 
common with 
those of 1940. 
Notonly has 
there been a vast 
improvement in 
these factors, but 
there also is a 
much wider 
choice in the se- 
lection of just the 
“right” ribbon or 
carbon for the 
specific require- 
ment. 

Because of the 
big swing to au- 
tomation and the 
corresponding 
technological ad- 
vances in busi- 
ness machines, 





ly legible and utilitarian; it must re- 
flect the company’s investment in costly 
machines and skilled operators. The 
business supply industry therefore has 
had to meet both the exacting per- 
formance requirements of new, high- 


BOSTON 


PENCIL SHARPENERS 


easy mounting 


there has devel- 
oped a need for 
speed, and ever 
more speed, in 
data processing 
techniques. Typed 
or copied matter 
must not be mere- 
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on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 

every model. All sharpeners GZ 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 


For More Information Circle No, 242 





systems 7 


copies 
for as little as 2¢ paper 


a masters 


general copying @ 


addressing ee & 
& labels projection 
transparencies 


Speed communications with the one 


The versatile ‘‘Thermo-Fax’’ Copying Machine speeds business 
communications. Compact and inexpensive, it can be placed wherever 
copies are needed. All electric, anyone can operate it. And it is fast—making 
sharp, clear copies on bond-weight white paper of almost anything printed 
or written in just 4 seconds! 

And, the versatility of the ‘““Thermo-Fax”’ Business Machine doesn’t stop 

there. It makes the “‘short note reply’’ possible—now you can answer a letter 
with a marginal note, keep the original and send a copy to the writer. It also 
addresses gummed, perforated labels and laminates important papers for 
lasting beauty and protection. 
The ‘‘specialists in business communications’’ reputation of the 3M 
Company stems from years of research in communications problems in major 
industries. Many 3M problem-solving recommendations are in booklet form 
and available on request. 

Your local dealer for ““Thermo-Fax’’ Products, too, is experienced in 
speeding and simplifying communications. He will be happy to study your own 
communications problems and make a recommendation. For more informa- 
tion, mail the card. 
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help you speed your 
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laminating 


machine that does all these jobs! 


“Thermo-Fax” Systems Papers—Eliminate making carbon copies of many office 
communications. Now you can make up to 25 sharp, clean copies on stationery 
weight white paper in seconds for less than 2¢ a copy. This same versatile paper 
can be bound into any office form and give you sharp smudge-proof copies. 


“Thermo-Fax” Visual Communication System—The quickest way to inform and train 
people. ““Thermo-Fax”’ Business Machines make ready-to-project transparencies from 
the originals in seconds, for pennies. Transparencies can be shown immediately on a 
‘“‘Thermo-Fax” Overhead Projector . . . changes made up to the last minute. 


“Thermo-Fax” Paper Masters—‘‘Thermo-Fax” Paper Masters make short run repro- 
duction possible without specially trained personnel to prepare the masters. At the 
touch of a button, the ““Thermo-Fax”’ ® 
Business Machine turns out Paper 

Masters for as little as 12¢, ready pA, 

for the press in 30 seconds. COPYING MACHINES 
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Tarpedo 18 


Preferred by all because of 

its reliability, attractive design and 
unexcelled number of operating 
fectures 


DYNACORD 


the new office typewriter with basic 
new features and modern styling 
and finish in perfect harmony 


Dealer Distributorships open 


Torpedo Biromaschinen Werke AG 
Frankfurt/M.-Roedelheim 


Founded 1896 Western Germany 


ces cree 


For More Information Circle No. 282 ze 
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speed business equipment and satisfy 
the demands of the appearance-con- 
scious customer. 

In order to print data, make copies 
and process data, the ribbons and car- 
bons must perform as well as the ma- 
chines themselves. Although the rela- 
tive sale price of supply items is small 
when compared to the machines which 
use them, (for example, a silk ribbon 
for a giant Univac sells for about $250 
and the machine rents for $3000 a 
day), they are researched and tested 
as carefully as the machines. 

As automation in offices increases, 
the basic image-making products, rib- 


| bons and carbons, will continue to do 
| essentially the same job they are doing 
| today, but under new and changing con- 
| ditions. For example, “gauze type” silk 
| is tough, long-wearing, gives a sharp, 
' | clean image and has superior recupera- 


tive powers. Though many new syn- 
thetic fabric ribbons have been intro- 


_| duced in recent years, the silk gauze 


ribbon retains, except for highly spe- 
cialized needs, its position as the best 
“all purpose” fabric ribbon. 
Carbon-paper and film-base ribbons 
have experienced a big upsurge in popu- 
larity. As the sales of electric type- 
writers grew, research on supply items 
resulted in greatly improved film-base 
ribbons. For instance, a polyester film- 
base ribbon, introduced in 1959, and a 
polyethylene film-base ribbon , intro- 
duced in 1960, solved the problem of 
carbon ribbon breakage, flaking and 
smudging. This type of ribbon can also 
produce near-perfect originals for a 
wide variety of popular duplicating and 
copying processes: direct image, photo 
composition, offset plates, thermo- 
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There once was a sacred cow among users of printing papers. 


It said that only a heavy paper was bright 
and opaque enough for fine printing and 
duplicating. Then Olin developed a new con- 
cept in papers, called Waylite. It’s a light- 
weight stock with extreme whiteness and 
great strength, as opaque as many papers 
twice its weight, and you can print on both 


sides of it. Ideal for price lists, mailing pieces, 
inserts and bulletins, it can cut postage in 
half and reduce bulk and weight of printed 
material. Ask your Olin fine paper merchant 
about Waylite offset duplicating papers, or 
write to us. See Waylite; you'll agree that it’s 
turned one more sacred cow out to pasture. 


aye 
PACKAGING DIVISION wilin 


ECUSTA PAPER OPERATIONS, PISGAH FOREST, N.C. 
For More Information Circle No, 269 








AAA YAY 
JOBMASTER 


New BELL RINGER 


Now, a low cost time clock for pay- 
roll recording and job costing, equipped 
with program control to ring starting and 
quitting signals. Heavy duty construction, 
simplicity of operation and Cincinnati 
quality combine to provide years of accu- 
rate, dependable service. 

The program control, time indicator 
and printing mechanism are all driven by 


the same heavy duty motor, providing | 
accurate synchronization of all functions, | 


assuring error-free coordination and 
accuracy. 


Write today, for complete details of 
what the ““Jobmaster”’ can do for you, and 
the name of your local representative. 


Dealerships available in some locations, 


TIME RECORDER CO, 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 


(Since 1896) 


For More Information Circle No. 230 
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graphic, photo-reflex, whiteprint or 
spirit process masters. 

These ribbons and the less expensive 
carbon-paper ribbons can be used only 
once. However, recent research in the 
field of ink formulation indicates that, 
before too long, it will be possible to 
produce a film ribbon which will have 
multiple usability as have fabric rib- 


| bons. This is due chiefly to the develop- 
| ment of solvent coated carbon, a com- 
| bination of honeycombs of plastic per- 


meated with liquid ink possessing high 
recuperative powers which, when com- 
bined with films, produces a copying 


| Sheet that outwears the ordinary com- 
| bination of carbon and paper. 


Carbons as well as ribbons have 
shared in the limelight focused on prod- 
uct performance by the exacting de- 
mands of modern office equipment. The 
most recent development (Plastisol F- 
100 Copy Film) is composed of the 
solvent coating applied to a tough film 
base for greater durability, and clean- 
liness in handling and typing. How- 
ever, the use of present types of car- 


| bon paper for making multiple copies 


will diminish and, in fact, already has. 
Economics has dictated this trend to 
some extent. Modern intermediate 
methods of duplicating and reproduc- 
tion make it quite feasible, and often 
less expensive especially in employees’ 
time, to produce a few or a quantity 
of copies mechanically. That is why 
ribbons have been developed to prepare 
originals for the various popular copy- 
ing processes. Since manufacturers also 
have been called upon to develop rib- 
bons and carbons for use in spacecraft, 
the work of the office employee on the 
ground will further benefit. 
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NEW BOON TO BUSINESS! New Mongol “Diamond Star” 

lead is superior in all five points: g 

® Longest Writing Mileage @ Jet Black Writing 

@ Silky Smoothness @ Exceptional Point Strength u n” 
@ Uniformity of Degree R 


.Mongol’s new “Diamond Star” lead is the only lead of its 

kind available in all five popular degrees: 1—very soft, 2— | All 5 D ] 
medium, F ~firm, 3—hard, and 4—very hard. Comes in ¥% n egrees + 
gross boxes of 12 packs—a convenient inventory and issue 

unit. No increase in price! 

See your nearest stationery supplier for Mongol pencils with SINCE 1849 


new “Diamond Star” lead by EBERHARDABER-vourone FT EB ERHARD FABER 
source of supply for all writing needs. . aoe 


Wilkes-Barre, Pennsy!vania/ New York/ Toronto, Canada 
For More Information Circle No. 209 
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Knd the open season 
on secretaries! 


“Used to happen several times a 
year! Billing would be a little late. 
Sales had to issue a new price list. 
Advertising burst out with another 
breath-taker. Or our Pres. had a 
special communique for stockholders. 
The mailings would fall behind. Then 
some morning all the secretaries and 
stenos in the joint would be drafted 
to fold and stuff things into envelopes. 
This sure made for low morale! 

“Well, when the Pitney-Bowes 
man told me about the little folding 
and inserting gizmo they have, he 
didn’t have to sell me, just show me. 


& Pitney-Bowes 
= FOLDERS «INSERTERS 


Made by the originator of the postage meter... 149 offices in the 
U. S. and Canada, with nationwide service coast to coast. 
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Now the gal who’s our worst speller 
can knock off a mailing in just an 
afternoon in her spare time.” 

Folding and stuffing by hand are 
too slow, take too long, cost too 
much — to be done by your regular 
office staff. Temporary workers are 
hard to get and hard to supervise. 

If you mail monthly statements, 
checks, periodic bulletins, quarterly 
dividends, or occasional mailings, 
you'll find Pitney-Bowes’ Model 
3300-FH invaluable. It works faster 
and cheaper than people — folds and 
stuffs up to 500 pieces in eight 


The larger 3100 
Inserter, with 
postage meter, can 
stuff as many as six 
enclosures at once, 
then stamp and seal 
the envelopes at 
speeds up to 

6,000 an hour. 


minutes. A double detector prevents 
skipping or double insertions. Takes 
little space, is easy to set, and can 
be run by anybody. The inserter unit 
can be used separately, or with any 
Pitney-Bowes folder. 

The 3300-FH will help you avoid 
office emergencies, borrowing people, 
work interruptions, hiring outsiders, 
and overtime. Adds increased output 
for any office. Soon pays for itself, 
even in a small office! Ask any PB 
office for details. Or send coupon 
for free booklet and case studies. 


FREE: Handy desk or wall chart of latest vostal 
rates, with parcel post map and zone finder. 





PITNEY-BoweEs, INC. 
3452 Crosby St., Stamford, Conn. 


Send freeCillustrated booklet and “case 
studies” on PB Folding and Inserting 
Machines; C Postal Rate Chart. 


Name 


Address 
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The first impression a letter 
makes on a customer or prospect 
determines its position in the 
pile . .. on top, or buried and 
forgotten. To make sure your 
company correspondence stays 
‘on top for decisions that mean 
action, ask your printer or paper 
merchant about new Parsons 
King Cotton Bonds, the prestige 
papers for business. Let your 
printer know your needs .. . 
time correspondence should last, 
prestige impression desired, 
corporate watermark importance, 
design and color requirements. 
You name it and your printer 
can supply the answer to keep 
your company on top with new 
styles, new whites and new King 
Cotton Bond Papers by Parsons. 


PARSONS 




































































Extra 
OLD HAMPDEN BOND o{ aan 
YOURS: Outstanding oy PARSONS BOND @ 100% 


Letterhead Design Port- - L’ENVO! @ 100% 
folio — created by the : : ; 

Advertising Design De all LACONIA BOND A 75% 
ntti: ae , EDGEMONT BOND M@ 50% 
ore King Cotton | HERITAGE BOND @ 25% 

Business Papers. Wri 

on your besines: knerhest gah Oa bo) RASABLE BOND @ 25% 
for Portfolio Number 132 : 


NATIONAL VULCANIZED FIBRE COMPANY (uve) 
PARSONS PAPER DIVISION HOLYOKE, MASSACHUSETTS 


For More Information Circle No. 444 
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Tin Employee Relations! 


ROUND - UP of day to day em- 
ployee problems and how they 
were handled by management. Each 


incident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


May Employees Decide Whether Overtime Is Necessary? 


What Happened: 


One morning the employees read this 
notice on the bulletin board: 

“Starting tomorrow and continuing 
for one week, this department will work 
10 hours a day.” 

A group of men approached their 
supervisor to ask why. “I just came 
from a management meeting,” the su- 
pervisor said, “and the front office wants 
to make a good showing for the board 
of directors next week. So we need to 
get out all the orders before the close 
of the second quarter.” 

Irritated by the response, the men 
said: “We don’t see why we have to 
put ourselves out by working overtime 
just to make management look good. 
Overtime is for emergencies. This is 
no emergency. Before we say yes, we'd 
like to get some advice.” A few hours 
later they returned. “We’re not work- 
ing that overtime. The union’s lawyer 
said that management can’t force us 
to work overtime unless there was a 
good business reason.” 

The next day, when four of the em- 
ployees clocked out after eight hours, 
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they were given a five-day layoff. When 
the dispute came to arbitration, the 
company had a short defense: 

“We have a right to make our own 
decisions on work schedules. And we 
don’t have to justify overtime. As long 
as we are willing to pay time-and-a- 
half, the employees have no cause to 
refuse unless they show a better reason 
than they gave.” 

The workers defended their actions: 

1. We refused on advice of counsel. 
We can’t be disciplined because we did 
what our lawyer told us to do. 

2. Sure management has a right to 
schedule overtime—but it must be for 


~ 
\ 





something reasonable. Just to “look 
good for a board of directors meeting” 
is no reason to impose on us. We 
feel management is abusing its right to 
manage. 


Were the Employees: 
RIGHT (2 WRONG (J 


WHAT ARBITRATOR ELMER E. 
HILPERT (CHAIRMAN) RULED: “It 
is well established that a company may 
require its employees, upon adequate 


notice, to work overtime in reasonable 
amounts—on pain of disciplinary action 
if they refuse. The determination to 
work overtime rests in the ‘sound dis- 
cretion of management.’ Although the 
workers may not agree with the com- 
pany’s reasons for scheduling overtime, 
the decision is management’s to make. 
Moreover, the employees cannot bypass 
the grievance machinery by following 
the advice of the union lawyer. The 
grievance is denied.” 


Can Management Enforce a Blanket Rule on Garnishees? 


What Happened: 


Manuel Kay worked over five years 
for his company. He was pretty heavily 
in debt, and when he fell behind in 
payments, one of his creditors secured 
a judgment against him and his wages 
were garnisheed. A few months later, 
another garnishee was served on the 


company for Manuel. Management had 
a rule: three garnishees—discharge. 
When Manuel got wind that a third 
garnishee was about to be served on 
his boss, he went into bankruptcy. 


Meanwhile, a creditor who did not 
know that the worker had filed for 
bankruptcy slapped the third attachment 
on his wages. Kay was fired, and he 
asked for his job back. 

The company argued: 

1. Processing garnishees is costly in 


time and money. 

2. An employee who can’t manage 
his own financial affairs is a deadbeat. 
We don’t want such people here. 

3. Even if the third garnishment was 
not technically legal because the worker 
was in bankruptcy, it’s not our job to 
check and investigate every attachment. 

The worker’s story was that he 
couldn’t be fired because there were 
only two bona fide garnishees against 
him. His bankruptcy was his own busi- 
ness and could not count against him. 


Was Manuel: 
RIGHT (0 WRONG (1 


WHAT ARBITRATOR HARRY 
SELIGSON RULED: “An employee 
gets into debt. His creditors serve two 
writs of garnishment upon his em- 
ployer. Realizing that if a third writ 
is served he may lose his job, the em- 
ployee turns to the relief provided by 
bankruptcy. As a bankrupt, the bal- 
ance of his debts are wiped out, bar- 
ring a showing of fraud. He has done 
everything possible to prevent his em- 
ployer from receiving a third garnishee. 
It should be clear that rules cannot be 





That’s how fast “peel apart” is with 
new Photek Diffusion Transfer Papers 


—almost instantaneous! No clock 
watching, no foot tapping. You sepa- 
rate Photek negative and positive sheets 
seconds after exposure and develop- 
ment. Photocopies are ready for routing 
faster than ever. 


Copies are clearer, too. Photek 
Photocopy Papers and Solutions pro- 
duce sharp, deep black images on a 
clear, white background. Every letter, 
every line — everything on the original 


— comes through in crisp, clean, per- 
manently legible style. There’s also a 


. good “feeling” about Photek Photo- 


copies. They handle well, stay flat, file 
perfectly. 


Practically every diffusion transfer 
machine produces sharp, clear copies 
with Photek Photocopy Papers and 
Solutions—the clearly superior system 
for improving your photocopy require- 
ments. Write for the name of the Photek 
representative nearest you. Photek, Inc., 
P.O. Box 1553, Providence 1, R.I. 


If It's worth repeating, repeat it with PHOTEK 


PHOTEK, INC., PROVIDENCE 3, RHODE ISLAND 


afextronl company 


Thermocopy Paper « Photocopy Paper 
Photocopy Equipment and Supplies 
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unreasonably rigid in application. An 
employee has a right to believe that dis- 
charge will be only for just cause. This 
assumes an obligation on the part of 
the company to determine each case on 


its individual merits and take appropri- 
ate action that will be equally fair to 
the employees and to the company. 
The grievant is to be reinstated with 
back pay.” 


Can Management Make a Worker See a Psychiatrist? 


What Happened: 


Jack B. was a good worker. He re- 
ceived a promotion after two years on 
the job. A year later he was advanced 
again, this time to a job in which he 
had no previous experience. After some 
time in this new work his supervisor 
began to express dissatisfaction, and 
took his problem to personnel. He not 
only complained about the employee’s 
work but his “strange behavior.” 

Jack was called to the personnel of- 
fice, and after some conversation, agreed 
to take a psychological test. When the 
results came through, the personnel of- 
ficer sent him to see the company doc- 
tor. The doctor admitted that he wasn’t 
competent to handle such cases and he 
told Jack “to see a psychiatrist.” The 
company decided to lay him off until the 
psychiatrist made a decision. Jack had 


two sessions with the psychiatrist. Ten 
days later he was returned to his job. 
He filed a grievance asking for ten days, 
pay, arguing that he wanted the arbi- 
trator to condemn the company for tak- 
ing him off his job and putting him 
through the ordeal of a psychological 
éheckup. He felt that the fact that he 
was reinstated showed the company’s 
judgment to be wrong. 

Management argued that it had a 
basic right to take people off a job 
when it felt that there might be some- 
thing wrong with their physical or psy- 
chological makeup. 


Was the Company: 
RIGHT (1 WRONG [( 


WHAT ARBITRATOR CARROLL R. 
DAUGHERTY RULED: “The agree- 
ment contains nothing prohibiting or 
limiting the company’s right to require 
a man to pass physical and/or mental 
examinatiors as a condition of getting 
or holding a job with the company. 
Moreover, there is nothing prohibiting 
or limiting the company’s right to re- 
move an employee from his job pend- 
ing such examinations when the com- 
pany has good reason to believe that 
the employee is suffering from some 
physical or mental disability or diffi- 
culty which might be impairing his 
work efficiency, or his safety, or that 
of his fellow employees.” 
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J. B. ANDERSON 
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With Scriptomatic Methods your customer record cards serve also as your address 
masters. Scriptomatic represents the perfect marriage of punch-card processing and 
addressing equipment. 


Want Flexibility ? Your Scriptomatic Machine will selectively address, skip, sort, and 
count your lists, without disturbing file sequence. 


Want Simplicity ? Any typist can prepare your master on an electric typewriter. Scripto- 
matic addressing machines print at high speeds directly to almost any size or shape 
mailing piece. 


Want Economy ? Use card masters instead of stencils or plates. Save time typing masters. 
Eliminate duplicate lists. Cut filing space requirements by 75%. Get automatic in-filing, 
segregation and counting as by-products of your addressing runs. 


Ask today about the Scriptomatic model that fits your requirements. 


SCRIPTOMATIC, INC. 


1101 Vine Street, Philadeiphia 7, Pa. 
Modern Addressing-Data Writing Machines and Methods 


For More Information Circle No. 418 
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for style and value 


BORROUGHS 
garment racks 


are ’way, way out front 


THE office manager is wise who eyes and tries 
Borroughs “Executive” Garment Racks. He’ll 
see graceful styling, quality construction and 
feature-packed design uusurpassed at any price. 
And as for “try-out” proof, he’ll certainly appre- 
ciate how coats hang free and clear — hats keep 
their shape — umbrellas leave no “drippings” — 
and extra hanger capacities can be created by 
reversing Borroughs’ exclusive, suspended, mar- 
resistant “Wonder Bar”. Send for more facts. 
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Borroughs “Executive” Racks come 
in various standard models and special 
combinations, to meet any demand. 
Choice of 5 modern, decor-harmoniz- 


ing colors. Styled by Dietrich 


BORROUGHS. manuracturinc company 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. all) KALAMAZOO, MICHIGAN 


For More Information Circle No. 359 
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HEN A GOVERNMENT ad- 

ministrator is overheard to say 
“pert” these days, he’s not necessary 
describing the cute young secretary 
down the hall. He’s more likely to be 
discussing a new management technique 
—one of the more useful commercial 
spawns of the space age. 

PERT — more properly Program 
Evaluation Research Task to the gov- 
ernment and the “Critical Path” tech- 
nique to civilian administrators—is a 
statistical system to plan a method of 
solving a task and keep track of it to 
completion. 

PERT uses a flow plan or network 
of planned events. It is particularly use- 
ful when complex tasks are involved in 
a multi-stage project, and its champions 
claim that it can be applied to the two 
most precious commodities of almost 
any business—time and money. 

To establish a PERT (or Critical 
Path) system, a firm starts with the 
objective, the end product. Then,, a 
sequence of events is determined which 
will lead to that objective. This is 
charted in reverse order back to the 
beginning or to the present status. A 
chart is then drawn, using circles or 
some other designation to depict each 
“milestone,” or major operation. Ar- 
rows connect the various tasks to each 
other in sequence. 

A finished PERT chart usually looks 
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like a molecule diagram made up of 
circles and interconnecting lines. 

Depending on whether the system is 
being used for time, or for costs, the 
managers of each task give three esti- 
mates. Using time, they guess the most 
optimistic time in which a job can be 
accomplished, the most likely time it 
will be accomplished, and the most 
pessimistic time. 

These figures are then averaged for 
all jobs, and a PERT time is arrived at 
for each. The chart thus will show the 
relationship between various tasks— 
which ones depend on the other— 
and also the time each will take. Peri- 
odic progress reports on each task are 
required and matched against the esti- 
mates. 

The length of the lines between vari- 
ous parts also shows which jobs are 
the most critical, either in time or 
money. Thus, management then can 
concentrate on the problem areas, 
knowing if it can cut these longest lines, 
the job can be shortened. The long lines 
mark the critical path. When the most 
critical problem is solved, the next most 
critical is attacked. 

PERT does one other thing—by us- 
ing different colors for each major task, 
it can show which are running ahead 
and thus producing slack time, which 
are on time, which are in danger of 
falling behind, which are behind. As 
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an example: a firm wants to build 
a plant with four production units, each 
for a different component of the end 
product. A chart is drafted for each 
unit, plus a master chart combining 
only the major features of each unit. 
In arranging the master chart, conflicts 
in construction can be removed ahead 
of time and orderly flow established. 
Units, or pieces of units, which are fall- 
ing behind schedule can be spotted 
quickly during weekly progress reports. 
A shortage of a material can be fed into 
the system, and the decision made 
quickly on what steps to speed up to 
avoid wasting time and still keep the 
overall project running. 

A similar series of charts could be 
made for costs, so that areas in which 
costs begin to exceed estimates can be 
given prompt attention. 

In some cases, PERT will show the 
“why” of breakdowns in the system, 
by rearranging workflow. But more 
often, it simply points out where the 
breakdowns are when one item on the 
chart is not keeping pace with the 
others. Its principal value is in pointing 
out “where” problems are located. 

In the government and most big 
companies, the system is geared to an 
electronic computer—in many cases by 
purchasing time on a computer. But in 
smaller firms, or for smaller jobs, it can 





be done by regular statistical methods. 

The PERT system can also enable 
managers to determine ahead of time 
the consequence of various decisions, 
by changing the lines and asking the 
computer or the statistical system what 
the outcome will be. It also forces a 
decision on management when a trouble 
area shows up. 

PERT was developed by the Navy to 
speed up the Polaris missile-submarine 
project. It worked. It is widely used now 
among defense contractors as well as 
the military. 

Adapted to civilian projects, it is used 
for construction (the Associated Gen- 
eral Contractors of America has ap- 
plied it), for installing complex equip- 
ment, for developing new products, for 
improving budgetary and management 
techniques. 

Several companies are promoting the 
technique. General Electric has a kit 
explaining PERT to management. A 
film is available on the subject. Mauchly 
Associates, management consulting firm, 
specializes in Critical Path, and Oper- 
ations Research, Inc., conducts courses 
at its offices in Silver Spring, Md., and 
Santa Monica, Calif. 

PERT or Critical Path is not the 
answer to every firm’s problems, but 
right now, at least, it’s a darling of the 
government and of many firms, too. 





Achild... 
one of tens 
of thousands 
who need 
your help. 


Please give 
to the 
MARCH FOR 
MUSCULAR 
DYSTROPHY 
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57 Ways to Save Money 


RAY MARIEN, Printing & Supplies Purchasing Manager, 
Olin Mathieson Chemical Corp., New York 


Controling Reports 


1. Standardize the format of your 
reports through the medium of your 
forms control department. Treat re- 
ports as the essential business forms 
they are and subject them to the same 
rigid rules of design. This includes 
maximum utilization of space, proper 


REPORT QUESTIONNAIRE 


x-707 


eI. Parky © 


- (ORIGINATOR ) 





sequence of entries and a minimum 
number of tab stops. 

2. Arrange the report so that the 
vital information which your executives 
seek is instantly available. Don’t allow 
it to be buried under tons of statistics. 
Every report has one, two, or three 
vital figures which should stand out. 
Box them, point to them with arrows, 


IN TOUC TION: Te be Ot ed in by the peraon preparing the report 
«d below, ond forwarded te Forme Guus bee rtment 
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COPIES (Use reverse side if nbcensery) 
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A questionnaire sent to the originator of a report. He fills it out and returns it 


the forms control department, 
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with 


O09 | 
year 
reputation 


for 


amproving 
efficiency 


In the professional printing 
field ... where quality repro- 
duction and efficiency are daily 
musts ATF has achieved a 
es ay of f uneutiieasd leader- 
Ls © oe ALES this 
quality reputation and expe ri- 
ence with today’s needs in office 
duplicating. The result: a line 
of Dina duplicators that im- 
prove efficiency through sim- 
plicity, flawless performance 
and amazing versatility. Be- 
fore LL LL decision, 
compare with ATF. Write 
American T ype Founders, Z00 


Elmora Ave., Elizabeth, N. J. 


fora~nore information circle no. 101 


“ 

















REPORT QUESTIONNAIRE - (RECIPIENT) 
x-708 


ANSTRUCTIONS: To be filled in by the eon tinh of the a 
Meted below, and torwerded to Forme Contro! 
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MAME OR TITLE OF REPORT BEING SURYEYED 
. 


FORM NuMBER (If any) 
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CT] ves 











HOW MANY COPIES DO YOU NOW GET! 





1S THIS REPORT USED AS THE BASIS OF ANOTHER, OR A CONSOLIDATED REPOR 


es [Jno PROS ects 


COULD VOU SEY by WITHOUT YT 
iF YES, HOW OFTEN WOULD YOU REALLY NEED ITI 


WOW MANY DO YOU REALLY NEED? 
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HAS A RETENTION PERIOD BEEN ESTABLISHED? 
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ALLY GO In¥O STORAGE? 
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WICC TY BE DESTROYED EVERVURTLVT 
[pe | [ups [7 wo 
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Ed it BE KEPT? 








PLEASE LIST ANY OTHER COMMENTS OR RECOMMENDATIONS REGAROIN 


HIS REPORT 


NEEDED To. KEEP TR ACK OF VARIOUS WORK PROSECTS 





_ ORGANIZED UNDE My SuPERVIS/ON 


ee plinwee is CHER 
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The questionnaire that is sent to recipients of reports. 


or use bold type—but make them pop 
off the page! 

3. Use progressive reporting tech- 
niques, so that information relayed from 
one report to another, on its way to 
the top echelon in your company, is 
progressively tightened. By the time it 
reaches your top executives, it is con- 
tained in a few lines. They haven't 
time for lengthy reports, but they do 
need the facts. 

4. Question every person who re- 
ceives copies of reports to determine 
whether they really need them. This 
can be done with a Report Question- 
naire form from recipients. 

5. Question the originator of the re- 
port to find out why he prepares it, 
how it got started, and whether its use- 
fulness has diminished over the years. 
Use a report questionnaire for this pur- 
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pose which is slanted at the originator. 

6. Use your functional file for re- 
ports consolidations. This will show 
you the areas where your reporting 
overlaps. When your reports analyst 
works on a report redesign, he should 
also attempt a report consolidation, if 
the files indicate a duplication of re- 
portable data. 


Mailing Operations 


1. Standardize your envelopes. In- 
stead of 20 or 30 different sizes, try to 
cut down to less than a dozen. This 
can be done very easily. For example, 
many sizes you use may be essentially 
duplicates of others. A No. 10 window 
envelope is not as good for the job as a 
No. 9 (which affords less jog), yet 
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FOR 
STRIPPING 


asise 7 (right Table 
er) . el 7 
Pee 195 


PR: tony rappel terbenbiie. 


The perfect office and in-plant platemaker Sit in complete comfort... work with complete 
: at : efficiency, thanks to Jet Line “contour” design 

for plastic and pre-sensitized plates. Simply lentatinn: g 

insert the negative and plate in the vacuum Front operated gear mechanism to raise and 
| flip i lower table top quickly and easily. 

frame, flip it ee (see above) to face the © Adjustable, chromed straight edges on all 

carbon arc lamp in the base, and expose. sides: Etched calibrations in 32nds. 

Makes sharper plates, faster, thanks to the * New non-glare glass absorbs room lights. 

. int light Six si © Locking utility drawer — two storage shelves. 

intense point light source. Six sizes up to ® Drop-away panel for easy access to lights. 


43 x 52. Send for Bulletin A500-O. Four sizes up to 42 x 62. Send for Bulletin A250-0 


ot’ another "+... 
°° BUILT-RIGHT | 


% COMPANY, INC. 
-.,, PRICED-RIGHT % pb ae ape Share 


**e., product |..*° 4110 West Grand Ave., Chicago 51, ill USA 


Sales and Service: 
New York © Los Angeles 


For More Information Circle No. 219 





. 4) \ 
Stay on Top of Every Operation 
With MAGNETIC Visual Aids 


Magnetic Visual Control Boards offer 
the easiest and quickest way to chart 
sales, traffic, personnel or any other 
phase of your business. Colorful, mag- 
netic indicators tell you at a glance if 
everything is in the right place at the 
right time. No cards, pegs or other 
nuisance devices to replace because 
“Maggie” Boards with magnetic indi- 
cators last indefinitely. They pay for 
themselves many times over because 
the first cost is the last cost. 


Write for FREE catalogue on the most modern 
and flexible control system available today 


MAGNETIC AIDS, INC. PA 


MAG MAG 
— 
. 
YORK 


For More Information Circle No. 305 





CUSTOM « STANDARD « STOCK 


ErOR MS 


} 2OGERSNAT D 





| BETTER BUSINESS FORMS | 


the complete line of 
CONTINUOUS, SNAPAPART & STOCK 
WRITE FOR DEALER INFORMATION— 4924 READING STREET DALLAS, TEXAS 


For More Information Circle No. 306 
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many companies use both to mail 
814” x 11” material. 

2. Don’t use special size, or special 
window, envelopes. Always think of the 
envelope you're going to use before 
you design the form, not after. 

3. Avoid the use of two-color print- 
ing on envelopes where any kind of 
register is involved. This usually means 
they have to be printed flat and made 
up afterwa :. On short runs this adds 
greatly to the cost. 

4. If you use large interoffice enve- 
lopes, be sure they are ruled on both 
sides, and are made of heavy enough 
kraft to stand abuse. Sub. 32 is best, 
as is a button-and-string closing. 

5. If you use inside tinted envelopes 
for mailing checks and other confiden- 
tial matter, consider an inside panta- 
graph tint. This is an allover pattern 
printed on the inside of the envelope. 
Many companies have their own name 
or logotype worked into an intricate 
step-and-repeat pattern for this use. 

6. You may have 100 different ex- 
ecutives using personalized stationery. 
However, if they are all at the same 
address, there is no need to personalize 
the envelopes as well. Give them all 
the same envelopes. As it would be 
stocked centrally, there’d be scant 
chance of everyone’s running out of 
stock simultaneously, thus leading to 
the inevitable rush orders. 

7. Establish and circulate a written 
procedure for mailing. Aim at reduc- 
ing your mailroom costs to a bare mini- 


«mum and police the procedure to see 
that everyone follows it. 


8. If you use an exceptionally large 
amount of one particular size of en- 
velope for invoice mailing, such as a 
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| MAGI-PLATE,| 


by 





MAKE YOUR OWN METAL OFFSET PLATES 
IN 60 SECONDS — ONLY 39¢ COMPLETE! 
¢MAGI-PLATE gives truly professional results when 


used with the PIONEER PLATEMAKER—or you can 
use your present photocopy equipment. 


¢ No darkroom or expensive plumbing required. 





THEY'RE 
A TEAM! 


For the long haul, it pays to harness 
up the right team and get powerful 
results. These two PHOTORAPID 
exclusives rely on teamwork. 


PIONEER 
iW & Ul 


PLATEMAKERS 


THE ONLY VACUUM 


PRINTER AND PROCESSOR MADE FOR 

USE WITH MAGI-PLATE 

* The first one-piece completely self-contained vacuum 
printer and processor. Designed for perfect, profes- 
sional reproduction from paste-ups. 

* New heavy-duty electric vacuum pump. 

+ PIONEER li—14” x 18” printer surface. 

« PIONEER Ili— 14” x 24” printer surface. 


FOR BEST RESULTS THEY BELONG TOGETHER! 


¢ Make plates from anything the eye can see...from half-tones, solid images and colors... 


with sharp, clean photographic lines! 


« Make plates for two and three color printing: Accurate registration of negative to plate guar- 


anteed! Runs up to 40,000 copies and more! 


FREE TRIAL IN YOUR PLANT OR OFFICE! 
CALL, WIRE OR MAIL COUPON TO NEAREST PHOTORAPID OFFICE 


CORPORATION 


Better Copying Systems For Every Business 
WESTERN DIVISION | EASTERN DIVISION 
142 Oregon St. 236 Fifth Ave. 

El Segundo, Calif. New York 1, N.Y. 
$Pring 2-2311 MUrray Hill 9-3676 


CENTRAL DIVISION 
3620 Oakton St. 
Skokie, lilinois 
JUniper &- 1600 


Gentiemen: Please arrange for free trial in our office of: 

© MAGI-PLATE 

TD PIONEER PLATEMAKER 
C Please send me more information on the Pioneer and Magi-Piate 
NAME 
TITLE 
FIRM NAME 
ADDRESS 
CITY ZONE____STATE 

. C-it 

















For More Information Circle No. 401 
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FOR FASTER, LESS TIRING 
MORE ACCURATE WORK 


Coli¢ght 


STRIPPING AND 
OPAQUING TABLES 


With Calibrated Straight Edges 


@4 precision ground 
adjustable straight 
edges . . . tolerances 
within .002”. 

— @2 calibrated (1/32") 
edges . . . one vertical, 
one horizontal 


@Over-all diffusion of 
flourescent light through 
scientific spacing 

Table-Top Model @Cool working surface 
—negatives won't warp 


@ Adjustable feet 


@Solid construction, 
blue-gray baked on 
enamel, wrinkle finish 


@Sturdily built to last 
for years 


@ Choice of working areas 


Cc lete Tiltin 
tripping Table" 18” x 16” to 45” x 30” 


Stripping Table 





PRICED FROM $79.50 


WRITE FOR COMPLETE DETAILS 





COLWELL LITHO PRODUCTS, INC. 
123 N. Third Street, Minneapolis 15, Minn. 


For More Information Circle No. 307 
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| No. 6% or No. 10, try switching the 
_ weight from a Sub. 24 to 20. The 
| lighter weight reduces the opacity, but 
_ not the strength, materially. This sug- 
| gestion is only practical if you use a 


heavy volume as the price differential 


| is not great and you cannot save any 


appreciable sums unless the quantity 
used is significant. 

9. Don’t discard obsolete envelopes. 
Run them through a small offset dupli- 
cator and overprint them with a ruled 
pattern for interoffice use. 

10. Don’t buy large kraft envelopes 
with both a glued flap and a clasp. Get 
one or the other if you only use one. 

11. Remember that catalogs, annual 
reports, etc., can be mailed fully sealed 
in envelopes over 542” x 11”, without 
any special indicia on the envelope. 
This may not cut your envelope cost 
much, but it will save on postage. 

12. Correspondence may be included 
inside an air parcel post package with- 
out extra charge, but you must pay the 
additional charge (for the letter only) 
if you enclose a letter in a regular par- 
cel post package. 

13. Don’t use airmail for short dis- 


| stances on Friday night. The company 
| you send it to won’t see it until Mon- 
| day anyway, so save the extra postage 
and send it first class. 


14. Before you order cellophane 
windows in envelopes, consider glas- 
sine. Before your order glassine win- 
dows, ask yourself if you can’t use plain 
die-cut windows without anything in 
them. Obviously, they are cheapest of 
all, but are only practical for mass mail- 
ings or where you must cut mailing 
costs to the bone. 

15. To lower your intra - company 
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THE OFFICE 


New Bergstrom “PEN-PAC” keeps 





*PEN-PAC POUCH pat. pend. 


Odin Office Paper neat, clean, easy to identify 


Bergstrom helps any office trim 
printing paper cost and loss. 

The strip you zip from a PAC of 
ODIN® mimeo, duplicator or bond 
finish paper is all you throw away. 
The exclusive PEN-PAC* becomes a 
pouch, permits easy removal of a 
dozen or a hundred sheets. Close it. 
Put it back on the shelf and the 


BERGSTROM 


PAPER COMPANY 


NEENAH, WISCONSIN 


Paper for Printing, 
Publishing, Converting, 
Banking and Office 
Communications 


November, 1961 


paper stays neat, clean, protected. 
Use the pac to neatly wrap your 
finished job. 

About ODIN . . . a new, fine white 
(and also readable colors) in fin- 
ishes designed for mimeo, duplica- 
tor and small offset. opIN also feeds 
fast, prints well and maintains pro- 
duction schedules. 


Please send me a demonstration Pac of 
ODIN mimeo [] duplicator 0 bond finish 0 
I am also interested in © Thor Offset 
Papers (1) Ibsen Book Papers (1 Bergstrom 
Safety Papers. 


NAME____ 


TITLE__ 


| 


ADDRESS_ 





For More Information Circle No. 417 
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mailing costs try to avoid stuffing en- 
velopes inside of envelopes. Unless 
confidential correspondence is involved, 
a simple routing slip is sufficient. Bet- 
ter yet, just circle recipient’s name in 
red and forget the routing slip. 

16. If you constantly mail expensive 
artwork or advertising materials and are 
unhappy about the $200 maximum par- 
cel post insurance, you can get com- 


mercial parcel post insurance that will 
provide higher coverage. 


Saving on Supplies 


1. Try to standardize on as few items 
as possible in each category. There is 
really no need for ten different brands 
of carbon paper or ribbons, for ex- 





GUMMED ROLL LABEL. 


SIZE 3% INCHES BY 
1% INCHES 


SMEAD’S SPI-ROLL 
GUMMED FOLDER LABELS 
ARE RECOMMENDED WHEN 


LARGE QUANTITIES ARE TYPED 
AT A TIME 

SPEED AND ACCURACY ARE 
ESSENTIAL TO FOLDER 

LABEL PRESENTATION 
QUALITY AND ECONOMY 

ARE OF PRIME IMPORTANCE 


see your Stationer 


SMEAD MANUFACTURING COMPANY 
HASTINGS, MINNESOTA 
Chicago - Logan, Ohio - Los Angeles 








250 LABELS per roll 
choice of 8 COLORS 


FINE QUALITY 
WRITING PAPER 


Clear re-usable plastic 


box identifies color of 
the label it contains, 
thus facilitating color 
marking for different 
classifications. The box 
itself, when empty, can 
be put to many uses 
either at home or in 
the office. 


New practical 3%” 
width for use on 1/3, 
2/5, 1/2 or straight cut 
folder. 


Typewriter spaced. 
Perforated for ease in 
separation. Scored at 
folding line to insure 
quick, accurate folding. 
Facing side %” high. 


For More Information Circle No. 309 


| 
| 


ample. Cut them 
down to one or 
two. Instead of 
six different de- 
grees of lead 
hardness in your 
pencils, cut down 
to three. Try to 
get down to one 
kind of each dif- 
ferent item. It 
makes for easier 
inventorying and 
lower prices, be- 
sides giving fewer 
headaches to your 
purchasing de- 
partment and 
stockroom super- 
visor. 

2. If your us- 
age warrants, 
order typewriter 
carbon without 
the manufactur- 
er’s name on it, 
in plain boxes. 
When you give it 
out to the stenos, 
you'll avoid the 
never - ending 
cry for another 
brand. When 
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NEW 
OZALID 


TRANSFER-A-MATIC 


NEW 
OZALID 


TRANSFER-A-MATIC 


Copies everything up to 11 inches wide...150 
feet long. Perfect prints every time, in seconds! 
Insert the original—and only the original — printed 
on one side or both sides...out comes a perfect copy, 
automatically cut to size! No waste, work, worry. Clear 
black and white copies of all colors—pen, pencil, office 
stamps, typewriter, or type. Every one perfect...no 
‘wastebasket copies!"’ No waiting for warm-up... self- 
starting. No messy ‘‘sandwiches’”’ to peel apart. No contact 
with nail-staining inks or chemicals. Between feedings the 
motor sleeps—no wasted current. See it! Try it! Test its 


speed, simplicity, economy. -————{———$—.<$.—$————- 
| Ozalid, Dept. 117, Johnson City, N.Y. 
Send coupon now. { 0 More information please on the new 
Ozalid Transfer-a-matic 
Made only by Ozalid,® Johnson City, 1 6 Wa tike to see it demonstrated on or about 
N. Y. Division of General Aniline & Ee Na ee 
Film Corp. In Canada: Hughes-Owens NAME_ E 





. ee... 








Co. Ltd., Montreal. 
TRANSFERON | &*:: 
| city 


CONVENIENCE-COPY PRODUCTS 
For More Information Circle No. 420 
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Chances are you don't think about calculators much. But executives who have looked 
into them generally find it’s smart business to settle on a‘Marchant. Why Marchant? 
Because it (a) starts figuring the answer before you have finished the question; (b) gives 
you the result with minimum fuss and maximurh accuracy; (c) has a dial right on the 
keyboard to help you double-check your figures! No wonder Marchant is the world’s 
largest-selling calculator . . . figures in the most successful businesses. Why not yours? 
Ask a-Marchant man for a free demonstration — or mail coupon on the opposite page. 
Marchant — made in America. 
_ 7 





gecenagrne 





elu mancnan T 


OlVISION OF SM 
410 Park Avenue, New Yo 


For More Information Circle No. 310 


RCHANT INC 





they don’t know what they’re using, | 
they can’t complain. It may be their | 


favorite brand, after all! 


3. Instead of placing separate small | 
orders every time you need an item | 
of stationery supplies, use a blanket | 
order. Place one order a quarter, or | 


every six months, take your prices from 
a contract list, and scratch out the 
orders in ordinary handwriting, against 
the blanket purchase orders. You can’t 
afford to write a formal purchase order 
for fifty cents worth of rubber bands! 

4. Keep the 
off-limits. Put up a gate, or stop visitors 
at the door. Browsing through a stock- 
room whets appetites for such tasty 
morsels as ballpoint pens and Scotch 
tape, both of which can be used as 
readily at home as in the office. 

5. Large users can get their wood- 
cased lead pencils imprinted with their 
company names and trademarks, or 
safety slogans, at no additional cost. 
Pencil manufacturers do this either as 


private branding or in addition to their | 


own name on the barrel. This also in- 


cludes your name on the packaging. | 


Naturally, there is a minimum order 
quantity but, if your stationery stock- 
room is centrally located, you may have 
no trouble meeting the minimum. 


Copying, Duplicating 


ies, furnish them with short-run masters 
only. This saves five cents per master 
and will give them up to 100 good 
copies. You don’t need the medium- 
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stationery stockroom | 


How close are you to calculators? 


You can get close to a Marchant Calculator, 
to see its remarkable function and adapt- 
ability to your business, by asking for a 
free demonstration. Mail coupon below. 


Marchant—made in America. 
And don't forget to ask for a 


FREE 
“Marchant Methods” Study 


tailored to your industry 


Marchant has compiled over 200 studies, 
each tailored to a specific industry. For 
your free copy of ‘Marchant Methods’’ 
tailored to your business, mail this coupon 
today. Let Marchant show you how you can 
make figurework less work. 


| AF MARCHANT 


DIVISION OF SMITH-CORONA MARCHANT INC 
410 Park Avenue, New York 22, N.Y. 


| | Smith-Corona Marchant Inc. 
| 410 Park Avenue, New York 22, N. Y. ! 
Se (C) At no obligation, please send me my free copy ! 
1. Do your stenographers type their | 
paper offset masters on medium - run | 


plates? If they need less than 100 cop- | | 
| | Company 


0-11 t 
of ‘“‘Marchant Methods.”’ 
CJ | would like a demonstration at no obligation. | 


NO id< chances A 


| Type of Business 
| Address 
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‘OFFICE FASHIONED’’ 
for streamlined beauty 


/*\\ NO. 210 DE LUXE 
= =) STANDARD STAPLER 


ADJUSTABLE Built for permanence and trovu- 
ANVIL FOR ble-free performance, the de 
3-WAY luxe Arrow 210 is the most 
STAPLING beautiful and useful desk sta- 
pler ever designed for the 
Cc—"—>_ modern office! Choice of tele- 
Permanent phone decor colors beige, green 
and grey — or all chrome. Re- 
Residiasin movable plastic name plate on 
paar stapler head is ideal for im- 
oar printing firm or individual's 
Pin Stitch name. Write for full information 
on your own letterhead today! 


ARaRrow FasrTenaer Company, inc. 


For More Information Circle No. 312 








VOUCHER & PAYROLL 


MAGNETIC INK 
ENCODED CHECKS 


SEND YOUR COPY FOR 
PROMPT QUOTATION 


The Carbon Business Forms Co. 
880 E. 72 « Cleveland 3, Ohio « HE 1-7878 











For More Information Circle No, 313 
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run masters unless you run up to 500 
or more copies. 

2. How about carbon copies of your 
letters? Are the girls using printed 
onionskin for their second and third 
copies of correspondence? Why not 
plain sheets? Save the cost of that need- 
less printing since 99% of those copies 
go into the file! 

3. The same carbon copy is open to 
question if you’re using rag content tis- 
sue sheets. Why not plain sulphite? 
They gets very little handling and most 
are retained only a few years. 

4. Are your small copying machines 
spread all over the office? Why not 
centralize them and have them oper- 


| ated by one skilled person? Try it and 


see how fast your bill for copy paper 


_ drops! If you’ve ever seen the contents 


of the wastebaskets around your copy- 
ing machines you'll know what I mean. 

5. If you use a large volume of one- 
time carbon forms, try the procedure 
followed by some big insurance com- 
panies. Deposit the decollated carbons 
into boxes from where it is later col- 
lected and use for typewriter carbons. 
Even if it serves for only one or two 
letters, it is cheaper than typewriter 


| carbons. 


6. Remember that one kind of copy- 
ing machine does not do the best job 
for all kinds of copies. There is no 
universal copier. You may need all four 
basic processes, and that means different 
equipment for different needs: silver 
transfer, diazo, thermograph, and 
chemical transfer. 

7. An inexpensive offset master can 
be made simply by taking one copy of 
a snap-set (faced with grease-based car- 


(Continued on page 262) 
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IN VIRCO FURNITURE THAT’S 
BUILT FOR LASTING COMFORT 


Puzzled by price—in a quandary over quality? Virco chairs and desks for office or 
home are budget priced and built to last. Check the quality construction features of 
this beautiful office furniture! 


MATCHING +7795 DESK AND #258 CHAIR 


This handsome welded tubular steel frame 
desk is available with Vircolite wood 
grain finish tops in two sizes: 18” x 33” 
and 20” x 40”. Choice of Oriental Wal- 
nut top with bronze-brown frame or 
Platinum Walnut top with suntan frame. 
Plus feature: excellent for use with busi- 
ness machines. Companion chair is up- 
holstered in quality vinyl plastic with 
urethane foam cushion. 


ALL-METAL #127 FOLDING CHAIR 

This chair has countless office uses, features tubular 
steel construction with three fusion-welded braces. 
Steel reinforcement in front legs at seat pivot point 
and under forward edge of seat. Metal-capped legs 
with durable rubber crutch tips. 


pre comer 


Write today to: 


VIRCO MFG. CORPORATION 


Dept. S-11, P.O. Box 44846, Station H 
Los Angeles, California 
Piants also in Arkansas and Pennsylvania. 


For More Information Circle No. 421 
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NEW METHODS FOR FILING 
PUNCHED PAPER TAPES 


and Edge-Punched Cards 


@ TAPE and CARD HOLDERS 


@ SYSTEMS @ DESKS 


All methods men are aware of 
the machine production lost by 
wasted motion in the manual 
handling of all punched data. 

In daily use, Shaw-Walker 
simplified methods and equip- 
ment have proved to be far 
ahead of anything else yet de- 
vised.—Some installations have 
effected savings of up to 50% in 


GHAW-WALKER 


@ FILES 


tape handling and filing time. 

There’s a Shaw-Walker plan 
to fill every known requirement 
—even 24-hour point-of-use pro- 
tection against fire. 

For complete. picture facts, 
ask your Shaw-Walkerman to 
show you pages 224, 225 of his 
1960 Office Guide—or write for 
picture facts. A-253, A-254. 


“Built Like a 
Skyscraper” 





Largest Exclusive Makers of Office Equipment 
Muskegon 9, Michigan 


Representatives Everywhere — Consult Yeliow Pages. 


For More Information Circle No. 422 















Wendell G. Eames, director of the National Driver Register Service, Bureau of Public 
Roads, U.S, Dept. of Commerce, Washington, D. C., which traces dangerous drivers. 
Mr. Eames was formerly with the FBI. (See article on page 156.) 








Current trends 
Tamm oyeulet—mer-lenaelest-haleta) 
including data processing. 


Measuring Machine Utilization 


WALT FRISBIE* 


ERE IS a very simple and inexpen- 
H sive method of measuring the 
utilization and efficiency of your data 
processing operation. It gives a man- 
ager, quickly and with practical ac- 
curacy, all the information he has to 
have to make correct decisions on per- 
formance and needs of his unit. Do 
you need more equipment? Do you 
need a computer? Are you getting 
proper utilization of your present 
equipment? Can you add a new re- 
port, a new operation, to you present 
workload? Where do you have avail- 
able time on your machines? 

We have developed a simple charting 
procedure to answer these questions, 
and others depending on your in- 
genuity. It’s a kind of bar chart. You 
can print your own with as elaborate 
captioning or detail as you wish, or 
use graph paper (10 x 10 x%2”) with 
captions typed, Xeroxed and repro- 
duced as we do. 

Along the top of our chart we run 
the hours of the day. Along the side, 
vertically from top to bottom, we run 
the working days of the month. For 
our purposes we use two charts for 
each day: one for the hours from mid- 
night to noon, and one for noon to 
midnight. You could put it all on one 
chart by using quarter-inch squares or 
larger graph paper. We have space for 
20 working days. Where a month has 
more than that, we double up on the 
last squares. At the top of the chart 
we indicate machine and month. 


*The author is a systems and procedures analyst 
for a major automobile manufacturer. 
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Before the beginning of the month, 
we prepare two charts for each day 
for each machine, one for the night 
hours, one for the day hours. If you 
prefer your record by shifts, it is easy 
to set it up that way. We clip the 
sheets together back to back. At mid- 
night and noon, the operator merely 
flips them over. 

Each operator draws a line opposite 
the working day, and under the time, 
as the machine is operated. This takes 
only seconds. Once he has become ac- 
customed to the routine, it is automatic 
and accurate. 

The chart opposite shows the opera- 
tion of a tabulator for May 1961. A 
glance shows that between 6 and 8 p.m. 
through the entire month we had two 
hours available. From noon to 12:30 
the operation was shut off. The first 
two working days of the month we 
had free time between 9 and 11 p.m.; 
the third and fourth day, time between 
10 and 11 p.m.; the fifth and sixth day, 
11 to midnight is free; the seventh, 
eighth, ninth and tenth day have free 
time from 10 to midnight, etc. Simi- 
larly the pattern for the hours from 
midnight to noon can be quickly an- 
alyzed by sight. 

Adding up the hours and noting them 
on the side of the chart, you can easily 
calculate the percentage utilization daily 
and monthly, or by working weeks. 
For example, the chart for noon to 
midnight shows 58% utilization the 
first working day (7/12); 79% utiliza- 
tion on the 13th working day, etc. 
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New National Driver Register 
Uses All Types of Data Media 


ROBLEM drivers who lose their 

licenses often apply for a new one 
in a different state, omitting information 
about their previous state of residence 
or driving history. To combat this 
problem, Congress established the Na- 
tional Driver Register Service to help 
states and territories compare records 
on drivers whose privileges have been 
withdrawn because of (1) drunken driv- 
ing or (2) involvement in a fatal ac- 
cident. Responsibility for this service is 


vested in the Department of Commerce, 
Bureau of Public Roads. The service, 
which began July 1, expects to receive 
records on about 1000 crivers daily and 
requests for searches may average 20,- 
000 a day. 

Many states have been exchanging 
driver records with their neighbors. The 
National Driver Register Service makes 
this exchange nationwide and comple- 
ments the license records in the 55 
states and territories. It establishes a 





TYPE OR HAND PRINT 


FORM APPROVED 
BUDGET BUREAU NO_ 41-8208! 





(FIRST NAME) (MIDDLE NAME 


(LAST NAME) 


a OF BIRTH (Me. Day, Yr.) 





OTHER NAMES USED IN APPLYING FOR DRIVER'S 
Maden nume 
legally o 


LICENSES 


nomes by former morriages, former nomes changed 





(MIDDLE 


PLACE OF BIRTH (City) (State or Foreign country 





SEX HEIGHT 





MALE FEMALE 








FT IN 








DATE DRIVING PRIVIL 
MOQ DAY. YR) 


GE WITHDRAWN 








DATE ELIGIBLE FOR RE 
STORATION (Me., Day, ¥ 


DATE DRIVING PRIVILEGE 
RESTORED Mo. Day, } 


REASON DRIVING PRIVILEGE WITHDRAWN 





‘O 








ORIVING WHILE UNDER THE 
INFLUENCE OF 
LIQUOR 


CONVICTION OF AN OFFENSE 
WHICH RESULTED IN A 
FATALITY 


INTOXICATING 





(PROM, 


herrrer) 








DATE 
National Driver Register Service 
Bureav of Public Roods 

17177 H Street, N.W. 

Washington 25, 0.¢ 


MAIL THIS 
FORM TO 











FORM PR-1046 (WO) 
(7-61) 





REPORT TO NATIONAL DRIVER REGISTER 


U.S. DEPARTMENT OF COMMERCE 
BUREAU OF PUBLIC ROADS 





States not having punched card equipment are furnished this form to report with- 
drawal of a person’s driving privilege. The Driver Register Service also accepts data 
on punched cards, punched tape and magnetic tape. 
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ALL REQUESTS FOR SEARCH OR FIRST CARD OF REPORT TO NATIONAL DRIVER REGISTER ( WITHDRAWAL OR RESTORATION ) 
DATE OF 
BIRTH 
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SECOND CARD OF REPORT TO NATIONAL DRIVER RE 









































LICENSE 
OR FILE 
NUMBER 


DUTTITTVT TTT TA aT aa 


1 
SEHEEKEKHHE ESE Bibs Bis Bis Biss Hees eeeeaES 8 
NATIONAL DRIVER REGISTER SERVICE 


"7 
ae 
HTT bs Ts bie 


eceanunvanxuesanve 
Tabulating cards are furnished to states that have machine equipment available t 
request a search or to transmit a report to the Driver Register Service. 


NAME 


REPORT AND REQUEST PUNCH CARD 














FIRST m0. jOay] YR. 


1777707077 


$9 
9 00 10 t2hta 14 15 6 17 8 9 9 2H 
020255 


MIDOLE 
7777777777 


Last 





U.S. DEPT. OF COMM. BUR. OF PUB. RDS. 
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FORM PR-1057 (WO) 
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paipesere ™ 
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central file where a driver’s history may 
be quickly checked instead of search- 
ing 54 other files. The major functions 
of the service are: 

1. To maintain a file of withdrawn 
driving privileges. 

. To update the file daily on the 
basis of withdrawal and rein- 
statement reports from states and 
territories. 





(FIRST NAME) (MIDOLE NAME) 


| 
| OTHER NAMES USED iN APPLYING FOR DRIVER S LICENSES 
! 


Maiden name. names by former marriages. former names 
legally or otherwise 


<a 


change 
pages 


Middie) 


| 


FORM PR—-1047 (wo) 


(7-6n 





£91320 @ TABCO 


TYPE OR HANDPRINT 


a | 


REQUEST FOR SEARCH OF NATIONAL DRIVER REGISTER 


3. To search the file promptly on re- 

quest and report the result. 

The service is effective only to the 
extent that states, territories and the 
federal government cooperate. 

States and territories send reports of 
withdrawals of driving privileges to the 
service. The reports are processed 
through an electronic computer system 
which is updated daily as data are re- 





FORM APPROVED 
BUDGET B NO 4!-R20 


| DATE OF BIRTH (Mo 


| 


. | 
| PLACE OF BIRTH (City) (State or Foreign country) 


REAL 


(LAST NAME) Day, Year) 


. . 
WEIGHT | COLOR 


| HAIR 
} 


COLOR 


T 
| HEIGHT 
4 |EYES 


National Driver Register Service 
MAIL THIS Bureau of Public Roads 

| FORM TO™""*" 1717 H Street, N. W 

| Washington 25, D. C 
| 
‘i 2 SES Ea nt SI So 
U S DEPARTMENT OF COMMERCE 
BUREAU OF PUBLIC ROADS 








The manual form used to request a search of the National Driver Register. 
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1,003,721 bits later 


NEW AUTOFAX Data Transmission 
Equipment is in the field! Many of them 


Proved in on-line operation! 
Perfect for sales, purchase 
orders, payroll, cash and sales 
reports and other accounting 


and inventory information! 


have already relayed over one million bits 
of alpha numeric information by direct 
dial telephone without a single error. 

Intercity, intrastate or transcontinental 
— wherever or whenever you have data 





..and still no error 


to send — ask Autofax to do it. 
Once you’ve typed up the data, just dial 
a number. Signals sent over regular tele- 
phone lines produce typed copy, punched 
tape or cards in your main office. 
Autofax is ready to work for you the 
minute you receive it, with no programs 


to write...no special installation re- 
quired. It pays for itself in a matter of 
months, too. Find out how. Write for 
complete details today. 

AUTOFAX DIVISION 


COMMUNICATIONS CONTROL CORP. 
14707 Keswick St., Van Nuys, California 


For More Information Circle No. 228 








AME 


FROM 


REGISTER 


NDR SERIAL NO 


SEARCH DATE 


FORM PR.1054 (We ? PT OF COMM. BUR OF PUBLIC 





MATCHED DRIVER RECORD 


ROADS. NATIONAL DRIVER REGISTER SERVICE. 171 


REPORT 


BIRTH DAT 


7H ST. WW. WASH 25.0 ¢ 











If a search request is matched with a withdrawal report, the above form is sent to the 


state or territory which requested the search. 


ceived. A request for search is entered 
into the computer and when a report is 
found that might be the same driver, 
a probable record “match” is made. 
Several matches may be found (for ex- 


Faster Magnetic Tapes 


IGH-DENSITY magnetic tape sys- 
tems for the Honeywell 800 com- 
puter were announced by Minneapolis- 


Honeywell Regulator Co., Wellesley 
Hills, Mass. The new systems transfer 
data to and from magnetic tapes at 
133,000 decimal digits per second. In- 
formation is recorded on the tapes at 
a density of 1112 decimal digits per 
inch. Monthly rental for high-density 
tape control units is $3100. Rental for 
tape transports is $900 a month. Users 
of standard Honeywell tape systems, 
which read and write 96,000 decimal 
digits a second, can convert to high- 
density operation. For More Informa- 
tion Circle No. 176. 
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ample, there are many John Smiths) 
and trained employees select the most 
probable matches. 

These are reported to the inquiring 
state or territory which can contact the 
jurisdiction that withdrew the driver’s 
privileges and obtain the driver’s his- 
tory. In this way, complete information 
can be readily obtained regarding the 
status of the driver’s operating privi- 
leges—such as additional revocations, 
suspensions, records of convictions, ac- 
cidents, wanted by police, etc. 

If desired, DRS will send to the state 
or territory that withdrew the driving 
privileges a copy of the match that is 
sent to the jurisdiction requesting the 
search. Then the withdrawal state may 
immediately forward its summary data 
on the subject driver to the inquiry 
jurisdiction. DRS accepts all media of 
data transmission including manually 
prepared forms, punched cards, 
punched and magnetic tape, and fur- 
nishes, without cost, forms for use by 
states or territories reporting with- 
drawals and requesting searches. 
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Increase Accuracy 


while simplifying figure work 
with the NOR DELUXE 


Cut hand motion and effort up to 50% 
with the exclusive NCR “Live” Keyboard! 


Every amount key on the NCR De Luxe Adding Machine 
operates the motor. Result: You can forget the Motor 
Bar! Eliminates back-and-forth hand motion from keys to 
Motor Bar. Think of the time and effort this single NCR 
feature saves! All keys are instantly adjustable to each 
operator’s preferred touch! It is no wonder operators are 
so enthusiastic about the NCR De Luxe Adding Machine. 
They do their work faster—with up to 50% less effort! 

Only NCR has 14 time- and money-saving features. 

“Live” Keyboard and Adjustable keytouch are just two 
of the 14 time- and effort-saving features which you get 
in the NCR De Luxe Adding Machine. You will also like 
itt RUGGED CONSTRUCTION—NEW STYLING— 
NEW QUIETNESS—NEW BEAUTY. Your NCR rep- 
resentative will be glad to give you a demonstration and 
tell you about all 14 features. Call him today. 


THE NATIONAL CASH REGISTER COMPANY, dayton 9, ohio 
1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


ADDING 
MACHINE 


with “Live” Keyboard 


Your business, too, can bene- 
fit from the many time- and 
money-saving features of an 
NCR adding machine. NCR’s 
pay for themselves quickly 
through savings, then con- 
tinue to return a regular 
yearly profit. For more infor- 
mation, call nearest NCR 
branch office or dealer. See 
phone book yellow pages. 


NOR sa 


For More Information Circle No. 436 
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Retail Sales Data System 


RETAIL SALES analysis system 

uses a recorder to film data on 
merchandise tickets to produce com- 
puter input. Developed by Associated 
Sales Analysts, Inc., New York, in con- 
junction with Photologics Co., equip- 
ment comprises a Photologics Sales 
Recorder and a Reader. 

At the time of sale, clerk detaches 
printed and punched ticket stub from 
the merchandise. Collected ticket stubs 
are inserted in the Sales Recorder. Store 
can retain ticket stubs for their own 
use. Warning device prevents ticket be- 
ing inserted incorrectly. Camera is set 


fer a pre-determined number of ex- 
posures with an individual code for the 
store. Reels of filmed ticket stubs are 
mailed to a data processing center for 
reading directly into a computer. Store 
gets printed reports or magnetic tape. 
Total weight of 6000 ticket stubs 
would be 112 ozs., whereas a film reel 
of 6000 transactions weighs less than 
8 ozs. At first class mailing rates, this is 
a saving of $4.16; at airmail rates, 
$7.28. Also, time and labor spent 
spindling and stacking tickets are elimi- 
nated. The speed of the machine elimi- 
nates the need to process stubs daily, 





od, 


adhe ALCL OF Oivted BALE 


“PERMA-JET” DATA 


RIBBONS 





Only CODO has PERMA-JET inked ribbons for 
TABULATING and other DATA PROCESSING machines. 


One ink for all data 
processing requirements: 
Record, Thermo-F ax, 
Ozalid, Bruning, 
Photo-copy, etc. 


" 
“Please send complete information about PERMA-JET inked Data Processing Ribbons 


NAME 
ADDRESS 
TS 








| 
MANUFACTURING 

CORPORATION | 
~ Leetsdale, Pa. | 


For More Information Circle No. 229 
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mow 


7Oo9s0 
U.S.A. 


The “I can’t nid: 
to-get married” type 


A girl with marriage on her 
mind is especially eager for a 
top secretarial job. Like millions 
of her sisters, she very likely 
will hold on to her job 

after marriage. 








To attract favorable atten- 
tion—and get a promotion with 
higher pay—she uses the best 
professional tools. These include 
A.W.Faber’s STENOSTIK, the 
modern ball pen especially 
designed for shorthand. 


STENOSTIK is feather-light, 
beautifully balanced, starts fast, 
flows smoothly without skip or 
clot. It helps her take 
dictation faster, cleaner and 
more efficiently. The exclusive, 
long-tapered grip reduces 
finger fatigue 





AW Faser STENOSTIK The Ball Pen for Shorthand 











Whatever your marital 
status, you’ll be a better 
secretary with STENOSTIK. It 
belongs right alongside your 
ERASERSTIK. Full-length 
eartridge ink supply in blue, 
black, red and green. 39¢ — 

3 for $1. Join the STENOSTIK 
Club of Superior Secretaries 
today. 


A.W.FABER’S 


STENOSZIE: 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J, 


For More Information Circle No. 408 





Salesclerk (left) inserts printed, punched ticket stubs in Photologics recorder which 
photographs them. Then film pack is removed (right) and mailed to data processing 
bureau for computer processing. 


since the film can be read directly into handling defective tags and _ price 
the computer at more than 18,000 stubs changes by computer. Retailers can rent 
per minute. Lost or misplaced tickets the Photologic Sales Recorder. For 
are avoided and provision is made for More Information Circle No. 197. 


AUTOMATIC SLITTERS, IMPRINTERS 
& DETACHERS FOR FORMS 


Made in three units for use individually or combined for one 
continuous operation. The feeding and cutting unit cuts 
continuous forms crosswise, removes the strip con- 
taining the perforation, and cuts off punched 

holes on the sides. Accommodates 

forms up to 19” wide and from 

1/6” to 18” long, at from 50 to 

100 per minute. 

_Printing unit can imprint, date. 

sign and number consecutively. 

Detaching unit slits margins and 

removes up to 5 carbon sheets 


from forms of from 2 to 6 parts. 
Agents for the sale of these new 
machines for continuous forms wanted 
for the countries where we are not 

yet represented. 


FABBRICA ITALIANA 
MACCHINE AZIENDALI s.r.1. 


Vie Luigi Cadorna 21/22, s. 

Brusuglio di Cormano, MILAN, ITALY . 

VUVUVLVVVLAAAAAAAA YD FIMA] 
For More Information Circle No. 258 
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MATCHED! 


©1961 ROYAL MCBEE 


MATCH YOUR INVENTORY TO INCOMING ORDERS... 
WITH A LOW-COST ROYAL McBEE SYSTEM TAILORED TO YOUR NEEDS. 


Lower inventory levels mean higher profits. Stagnant 


stock costs you money. Spoilage, obsolescence, insur- 


ance, storage, taxes — when you tag these factors 
onto your original stock investment, they sometimes 


add up to as much as 25% of the inventory value. 


But low-cost Royal McBee systems give you the kind 
of up-to-the-minute data that keeps inventory at its 
lowest practical level. And the system is simple and 














Royal McBee systems, stock-on-hand should seldom 
exceed —or fall short of —delivery requirements 
They're ‘‘matched.”’ 
Adaptable to the needs of any size plant. For over 
50 years, our representatives have been solving inven- 
tory and other business problems with flexible 
Royal McBee equipment. Your nearby Royal McBee 
man will be glad to discuss a low-cost system 
tailored to your needs. Call him. Or 


speedy. It eliminates bothersome 
ROYAL McBEE ROYAL write to us for information at 850 


transcribing and auditing, reduces 
reference time to a minimum. With CORPORATION | esscuvcrrmnsms Third Avenue, New York 22, New York. 


For More information Circle No. 347 
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HOW TO SIMPLIFY 
Space rége 
PAPER WORK 











¢ 
‘Fagen : 
Machine 
and 


DIMENSIONS Cabinet 
Front to Back e 
Left to Right 

Height 

Shipping Weight 

Comes with upright cabinet and Auto- 
metric Gallon Pump Fluid System. 


DESIGNED TO DUPLICATE LARGE 14X18 INCH FORMS 


BUT EQUALLY EFFECTIVE FOR 


This big capacity duplicator has been 
built to meet the new needs of busi- 
ness in the space age. Its purpose is 
to simplify many of the paper work 
problems encountered in data proc- 
essing. It is backed by unmatched 
experience...another dependable 
product by Standard, pioneer of fluid 
duplicating in America. 


The Standard Titan Rocket Dupli- 
cator, with its accurate register and 
full 500 sheet Automatic Ream Feed, 
offers the ideal method for reproducing 
large forms such as inventories of parts 


STANDARD DUPLICATING MACHINES CORPORATION 
Everett 49, Massachusetts 


For More Information Circle No. 196 


SMALL CARDS AND COUPONS 


and materials, shipping manifests, 
ledger and sales sheets, factory and 
office work sheets, production charts, 
weather maps and other useful data. 


The Standard Titan also takes small 
forms, coupons,.IBM and McBee 
cards. Thus with equal effectiveness it 
is possible to handle work from 3” x3” 
mailing labels up to big14’’x 18” sheets. 


Where you need versatility, where you 
want volume duplicating, where 
you must have dependability, the 
Standard Titan Rocket Duplicator 
efficiently meets all requirements. 





One-Man Machine 
Proofreading System 


MODIFIED model of its Norelco 
A tape recorder, which can be uti- 
lized by proofreaders as a copy reader, 
has been announced by the Dictating 
Equipment Div., North American 
Philips Co., Hicksville, N.Y. It con- 
sists of the standard Model 75 equipped 
with loaded magazine, log pad and dust 
cover; modified Telex microphone head- 
set, foot and hand controls. 

It has a synchronized timer that al- 
lows the reader to time his takes and 
return to any desired point on the tape 
quickly and accurately. There is a fast 
forward speed and a fast rewind. Nor- 
mal reel runs for 1912 minutes on each 
side. Ease of switching from record to 
playback limits loss of time from in- 
terruptions. Earphones shut out ex- 
traneous noise. 

The proofreader writes down his 


starting time on the indicator and reads | 
from the manuscript onto the tape, an- | 


TELL YOUR STORY 
% WAYS eee0e 


© Paper Pad Presentations @ Blackboard Chalktalks 
© Flip Chart Presentations @ Card Chart Speeches 
@ Flannelboard Demonstrations 


| 
{ 
| 
Easel, used as tee 
—folds in a jiffy. Light- 

weight, easily carried 

in case. 





| Hinged clamp 
| holds pad for 
| effective pad and 





crayon 
presentation. 


nouncing the number of each maniv- | 
script page as he comes to it. He com- | 





COMPUTER 


RIBBONS 


RE-INKED 
1403 Chain Printer 
Univac * RCA 501 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 Grand Avenue Brooklyn 38, N. Y, 











For More Information Circle No. 248 
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ARLINGTON 5-WAY $4.50 
PRESENTATION EASEL caheaaee 


Complete with hinged clamp chalkboard, chalk, 
eraser. 
Four paper pads.......... . $12.00 
Flannelboard accessory 
Carrying case 


MARLINGTON 
ALUMINUM COMPANY 
| 19007 W. Davison. ¢ Detroit 23, Michigan 
For More Information Circle No. 249 
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NO 
OTHER 
PAPER CUTTER 


SIZES 14” & 18” 
€2012” MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


®@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 244 


PROBLEMS 


3 PHON 


1. Safeguarding privacy. 

2. Quieting the office. 

3 Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
72 Madison Ave. 





SOLVED | 








New York 16 





For More Information Circle No. 245 
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ments on doubtful spelling, possible 
factual errors, questions on style, etc. 
Then, turning to the record and keeping 
the manuscript beside him, the proof- 
reader listens to himself through the 
earphones as he examines the proof. 
He continues to turn the manuscript 
pages as he hears each new page an- 
nounced, because all mistakes that are 
not obvious misspellings must be re- 
checked against copy. 

When he has finished reading a sec- 
tion, he switches back to record and 
starts the process over again. A single 
tape can be used repeatedly. Modified 
system sells for $242.25, plus taxes. 
For More Information Circle No. 102. 


Panel Wire Remover 


TOOL for removing fixed or per- 
manent wires from self-contacting 
control panels was announced by PWI 


| Co., a unit of Raytheon Co., South San 


Francisco, Calif. Employing spring- 
loaded positive action, the tool enables 


quick removal of wires from panels 
without damaging terminals, marring 
printing or scratching panel surfaces. It 
is only 5%” long, has a pocket clip, 
and costs $2.75. For More Information 
Circle 103. 
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NEW AUTOMATIC WAY 


the Amazing 


Auto-TyPist 


WITH PUSH*BUTTON SELECTOR 








Slashes dictating time 
and typing costs... 


‘ yyy Produces personalized 
,eaaeeer”” ~ ay individually typed form 
gaseecee’” ‘ Sea letters automatically... 


Fad 
Does the work of 
K three typists. 


Here at last—the new, automatic way to solve the prob- 
lem of volume letter-writing. Auto-typist can slash your 
correspondence handling time from hours to minutes... 
types letters three times faster than any typist .. . error- 
free and erasure-free. And all for just pennies per letter! 

Auto-typist automatically types form letters, solicita- 
tions, routine daily correspondence—with just the push of 
buttons! Types them all with the intimate, personal touch 
that only an individually typed letter can provide. No 
wonder more and more cost-conscious business firms are 





turning to Auto-typist to cut the cost ... cut the time... 

“i , and take the worry out of handling volume correspondence. 

Select desired letter by number...push button...letters | LMportant too, an Auto-typist can pay for itself in just a 
literally ‘‘fly out’’ at the rate of 145 words per minute. few months. 


Send for FREE BROCHURE 


Learn about the miracle of automatic letter writing and how it can 
drastically cut your correspondence handling costs. See why business- 
men are adopting the Auto-typist principle in their businesses. 


American Automatic Typewriter Co., 


INU OM Note 2322 North Pulaski Road, Chicago 39, Illinois 
Gentlemen: 


Please send me your FREE Brochure explaining in detail the 
AMERICAN AUTOMATIC Auto-typist principle of letter writing. 
TYPEWRITER COMPANY Name____ 
2322 North Pulaski Road 
Chicago 339, Illinois 


Company 


Address 
For More Information Circle No. 271 
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A Lower Priced Punched 
Card Computer System 


ONCENTRATING on increasing 

the compatibility between elec- 
tronic and electro- mechanical units, 
Burroughs Corp., Detroit, has developed 
a series of small and medium scale data 
processing systems. The Burroughs 
B200 group of electronic computers 
includes four models in the low-to- 
medium price range: a basic punched 
card electronic computer system, the 
B260; the B280 magnetic tape computer 
system; the B250 computer which makes 
use of a hard copy record processor in 
addition to punched card handling 


equipment, and the B270, announced 
earlier this year, (THE OFFICE, May, 
1961, p. 158) which combines the abil- 
ity to accept documents encoded in 
magnetic ink as well as to process 
punched cards and magnetic tape. 
The level of compatibility allows all 
system components to operate at top 
speed despite widely varying job assign- 
ments. By designing the B200 systems 
as the first of the small-scale type to 
accept two card reading units, the user 
has double the formerly available input 
capacity. The card punching unit op- 


Top to bottom: Burroughs B250, B280 and the B260 (punched card) computer systems. 
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VIA AIR MAIL 


MAIL THIS CARD TODAY 
FOR FREE BOOKLET ON 


STENOCORD 
MODERN OFFICE 
4 DICTATING 
* MACHINES 


Postage will be paid by 


ay 
\ 
\ 


BUSINESS REPLY MAIL 


No postage stamp necessary if mailed in the United States 


STENOCORD DICTATION SYSTEMS 


37-20 48th Avenue 
Long Island City 1, New York 
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Have You Read This! New 


FREE Booklet? 





WHAT YOU SHOULD 
KNOW ABOUT 
DICTATING MACHINES 


If you have ever considered dictating ma- 
chines—or if you are using them now—here 
is a booklet that will give you some infor- 
mation that can be very valuable to you. 
It reveals for the first time new develop- 
ments in dictating machines—and many 
facts helpful to anybody concerned with 
any type of dictating. 
Mail this Postage-Paid Card TODAY 


steno Cord DICTATING SYSTEMS 


37-20 48th Avenue, Long island City 1, New York 


if you are considering buying dictating equipment, you should know that 


8 out of 10 


. 


companies who test 
all dictating machines 
now select 





Here are some of the reasons why: 


An increasing number of large users of 
dictating equipment have adopted the 
“test them all” policy before purchasing 
new machines. That is good sense because 
new developments have made a decided 
difference in efficiency and cost between 
the top-selling lines. During the past year, 
where all leading makes have been tested, 
our records show that more than 8 out of 10 
have selected the modern, magnetic belt 
Stenocords! There are many strong basic 
reasons for this sensational swing to Sten- 
ocord. These include: 


FREE 


Copy of 
this 
4 Booklet 


LARGEST SELLING MAGNETIC BELT 
DICTATING MACHINE IN THE WORLD 


1 New Instant Review and “‘live scanning’ which produce 
error-free dictation. Dictator can review instantly a word, 
phrase, sentence or even whole paragraph—and correct it with 

in-point accuracy. No need to explain mistakes to secretary 
0d ma on Stenocord “‘Magnetic Belt” there are no mistakes 
to explain. Encourages relaxed dictating. 


2 New Simplified One-Button Control. Just one button on the 
patented microphone automatically controls starting, stopping 
and unlimited measured review for changes. This makes for the 
easiest, most relaxed dictating possible. 


3 Costs About Y% of Comparable Machines. Stenocord offers 
more dictating efficiency, more features that provide greater 
ease of dictating, more built-in quality—and still are priced at 
nearly one-half less than comparable quality machines! Model 
400-D, for instance, the standard office unit, is only $229.50. 


4 Tested, approved and used by leading companies and govern- 
ment agencies from coast to coast. Complete lists of such in- 
stallations are available. 


5 Available on low-cost lease, too. For as little as 20¢ per day 


per unit. 
stenoCord—> DICTATION SYSTEMS 


37-20 48th Avenue, Long Isiand City 1, New York 


For More Information Circle No. 398 
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AVOID 
ERRORS 


“PROVIDES POSITIVE 
FINGERTIP CONTACT 


Just a touch of your fingers SEO 
to the new and improved . So 
Rite-Line SURE-TOUCH fin- (0) ~~ 
ger moistener makes han- \) _ \ 
dling of papers, sorting of Van 
checks and counting of \ NS 
money, quick and sure. \ 

Will also improve your rn, 
grip in golf, tennis and 

bowling. No grease, no odor, no stains. 
Will be available through your stationer, 
only 50 cents. in the meantime send for 
trial offer. 


RITE-LINE 


Sure‘fouch 


ee ee 
RITE-LINE CORPORATION DEPT. SC 1-11 
4209 39th St., N.W. Washington 16, D.C. 


Enclosed please find $1.00 for two trial boxes 
of SURE-TOUCH, 





Nome 





Street 





City. Zone ___State. 


Name of Stationer 





a ee ee ee 
For More Information Circle No. 272 
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| erates at a top speed of 300 cards per 
| minute. The sorter reader which is the 
| input unit for the B270 and B250 sys- 


tems is the fastest document sorter now 
in use in many installations. 

Card readers make use of an imme- 
diate access clutch rather than the con- 
ventional, mechanical toothed clutches 
to feed “on demand.” Internal buffer- 
ing, until now not available on equip- 
ment in this price range, contributes 


| further to greater system balance and 
| total productivity. 
| mediate access clutching also is stand- 


“On demand” im- 


ard on line printers, multiple tape list- 
ers and sorter-reader units. All peri- 


| pheral units, exclusive of the magnetic 
| tape transports, are buffered. 


Ease of operation is enhanced by the 


_ B200 systems’ three address command 
| structure which consists of less than 


20 instructions, greatly simplifying the 
programing work. The program li- 
brary contains the most advanced and 
powerful report generator yet made 
available. The first to utilize only a 
single form, encoded in report oriented 
terms, the generator acts with equal fa- 
cility on routine reports as well as those 
which are special and non-recurring. 
Specifications for the report can be en- 
tered on the form, keypunched onto 
cards and fed into the computer to pro- 
duce an efficient object program in less 
than 30 minutes. It takes only three 
minutes from generation to object pro- 
gram completion. The report generator 
also performs a complete logical edit 
of all specifications in addition to print- 


_ ing out error messages. The generator 


provides a hard copy print-out of all 
possible output formats. This permits 
verification of the location of data with- 
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NEW 2500 TELETALK’ 
for small offices, small budgets! 


It fits — limited investment, space 
and personnel! New 2500 Teletalk 
is simple to install, easy to use. It 
saves steps and time — saves your 
phone for outside calls. Trim, 
book-size units provide fast, clear 
two-way voice contact. You can 
answer Calls “hands off” within 15 
feet of a station and each unit can 
be used to monitor. One small, 
centralized amplifier (it tucks away 
in a corner or closet) serves the 
complete system. 11 station capac- 
ity. Write for literature. 





* See the Yellow Pages — “Intercommunication Systems” 


COMMUNICATIONS DIVISION 


WEBSTER W ELECTRIC 
Po} RACINE -wWIsS 


a 


Compact amplifier handies 11 stations— 
eliminates power cord on each unit. 


For More Information Circle No. 429 
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DOUBLE the production of your Multilith . . . 
with the T-51 or T-51 LW COLOR PRESS 


PRINT 














With the T-51 or T-51 LW Color Press attached to your 
1250 or 1250W Multilith, you can print two colors simul- 
taneously from the same blanket, thus increasing produc- 
tion 100% ! 

Each model contains a plate cylinder and a complete 
inking and water system. It is geared directly to the 
Multilith; attached by clamp-on brackets. When desired, 
it may be easily disengaged or removed. Fully guaran- 
teed! Send coupon for further information. 

IMPRINT FORMS OR RUN MAGNETIC INK regardless of 
color. No preprinting, no storage, no waste. Ask for details. 


Dept. F, Altoona, lowa 
Please send information on items checked: 
Cj T-51 Color Press (J T-51 LW Color Press 


Name SOSH HSH HEHEHE EHEEH SHEE SHEEEH EE SEEE EE EE EE 
Firm Name SCHOLES HE SEEH SESE SESE SESESESEEE EE Sete 


Address SSSHESHSHEHSSHHH SETHE SESH SHEE ES SESEEE SEES EES 


TT 
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in the 120 print or 80 card column 
positions which constitute the informa- 
tion fields. 

Overlaps, as well as other possible 
errors resulting from improper coding, 
are thus prevented from going un- 
detected. Several other standard pro- 
grams are available in the library. A 
magnetic tape verifier provides repro- 
duction, on a selective basis, of all or 
part of a tape reel 
for checking ac- 
curacy and read- 
ability. Two edit- 
ing programs are 
supplied: one 
which checks se- 
quence and ac- 
curacy of a com- 
plete punched 
card deck and a 
second that deter- 
mines the quality 
and usable foot- 
age of a tape. 
There is a special 
program which 
converts data 
from one form 
to another and 
a magnetic tape 
sort generator. 
Further assist- 
ance is supplied 
by three types of 
routines: one in- 
itiates action to 
correct errors on 
magnetic tape 
which occur in 
the read or write 
operation; a sec- 
ond provides 


ees 


Versatile Produc-Trol can give im- 
mediate and complete information 
on almost every phase of product- 
ion. No recourse to files is needed; 
with Produc-Trol all the factors of 
efficient production are scheduled 
before your eyes — you have the 


for five variations of the “memory 
dump,” and there is a trace routine for 
debugging. 

The ‘B260 system, which will lease 
for $3750 monthly, sells for $183,650. 
Sale prices of magnetic tape systems 
will range from $252,180 to $384,780, 
with monthly lease rates extending from 
$5235 to $8435. For More Information 
Circle No. 104. 


ANOTHER WASSELL PRODUCT 


W TO KNOW IT ALL 


right answer every time. 


WASSELL ORGANIZATION, INC. 


DEPT. 0-11, WESTPORT, CONNECTICUT 


For More Information Circle No. 231 
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ANOW THEY'VE DONE IT! 


New low-cost knockdown 
TRANSFER FILES 
meet every demand! 


ASSEMBLE 
INTO RIGID 
PERMANENT 
FILES... 

NOT 
BOXES! 


2 PLY 
SIDEWALLS 
4 PLY FRONTS 
%4 STEEL ROD 
=e CUTAWAY VIEW 
SHOWS ENDURING 
CONSTRUCTION 


New ‘Pyramid’ Transfer Files make stored 
business records and papers INSTANTLY AVAIL- 
ABLE. Saves that “high cost of looking’. 


STRONG double-double heavy duty corrugated 
with handsome smooth design, Pinegreen color. 


LIGHT-WEIGHT means easy to handle and 
important where floor load is a factor, 


EASY-TO-ASSEMBLE, no tools, tape, nuts or 
bolts. Major components are securely pre- 
stitched. 


STACKABLE—NO SHELVING NEEDED. Enclosed 
steel rod frames add great strength and solidity. 


LOW-LOW COST will surprise you. Letter, 
legal, freight bill sizes now available. At 
dealers or contact 


LENNOX DIST. DIV. 
MASSILLON, OHIO 
Fpl. P. O. BOX 483-H 


ENDURING STORAGE FILES Ph, GR 7-7911 
For More Information Circle No. 238 


What'szzz~, 


Ask Sure-Ritel Every month, one or 
more new product ideas—plus 

over 750 best-selling items in the big 
Sure-Rite catalog. Write today. 

Learn what's new for you in profits! 


American Stencil Mig. Co. 


it’s new, Sure-Rite has 
2714 we STREET © DENVER 4 COLORADO 


For More Information Circle No. 239 
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Records Machine Use 


DESKTOP size device that moni- 

tors and records the efficiency of 
utilization of up to 40 data processing 
machines was announced by Electronic 
Associates, Inc., Long Branch, N. J. 
The Bar Chart Recorder operates re- 
motely from production areas and pro- 
vides cost and production control in- 
formation on a continuous bar chart. 


fos cre . 
It gives 
graphic picture of each machine’s pro- 


management an _ accurate 
ductive and nonproductive effort; can 
also provide operator number, job and 
shift number corresponding to any man- 
ual effort. Every 20 seconds the re- 
corder samples and graphically records 
each machine’s performance. If the 
machine is operating, the fact is re- 
corded with a short horizontal line in 
the appropriate bar or channel area. 
Records nine, 17, or 24 hours per 
chart. Basic units are a rotating drum, 
an inkless chart with 40 vertical bars 
or channels, and a stylus. Connects to 
machines by phone-type wires. For 
More Information Circle No. 191. 
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with this coupo 


| REX-ROTARY DISTRIBUTING CORP. | 


| 387 PARK AVENUE SOUTH, NEW YORK 16,N.Y. | 


| GENTLEMEN: PLEASE SEND YOUR PRINTING SURVEY QUESTION: | 
NAIRE. UPON COMPLETING QUESTIONNAIRE, ! AM ELIGIBLE TO] 
WIN A REX-ROTARY D-490 OR AN ELECTRO-REX. I’D LIKE TO KNOW, 
| MORE ABOUT 0 REX-ROTARY 0-490 [1] ELECTRO-REX. ' 
NAME FIRM 


| 
ADDRESS 














The newest automated silk-screen mimeograph that prints like a 
professional press, (and even collates while you print). 


or this Electro-Rex 


The electronic stencil scanner that etches halftones, art 
and type onto mimeostencils or offset plates. 


This is all you have to do to win. We are conducting a Market Analysis and 

need data on printing requirements in offices of varying sizes. We will be 

happy to send to you the results of this survey which may be of use to you. A 

drawing will be held on December 21, 1961 to determine who will win the first 

or second prize. Just fill in coupon above to obtain qualifying questionnaire, 
For cooperating we will also print 100 copies of any office form free! 


For More Information Circle No. 395 





GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 
How to Run a Systems 


Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $375* complete. 

*Price subject to change without notice. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


WRITE FOR 
Portfolio 2000-02G 


e @ 


Sony 


=] a] 
ROSS-MARTIN company 


P.O.BOX 800,TULSA 1, OKLAHOMA 


For More Information Circle No. 350 
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Credit League 
Likes Tab Card 
Addressing 


GRANT WASHBURN 


Shop Supervisor, Michigan Credit 
Union League, Detroit 


AB CARD addressing has reduced 
costs for the Michigan Credit 
Union League. Name, address and 
other information to be reproduced are 


| typed on conventional tab cards by 
regular typists using modified electric 


typewriters. A chemical transfer dye 
on the reverse side makes a master that 
is good for at least 200 addressings. 
Cards are fed into Scriptomatic equip- 


| ment which addresses a wide variety of 
| record forms and mailing pieces at 


high speed. 

Tab card addressing masters cost 
only a fraction of a cent apiece; for- 
merly we used metal plates which cost 
approximately 3c each. This differen- 


| tial is a major reason for the savings 


we've obtained. 

A tab card makes an ideal master 
for us. It’s not only more economical, 
but requires minimum storage space. 
One tray of cards holds as many mas- 
ters as 15 trays of metal plates. Switch- 
ing to this system two years ago freed 
several hundred square feet of floor 
area, reduced the weight of our mail- 


| ing list files, and shortened the time 
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© That was fast, Miss Evans... 
7 how do you do it 


299 


FILE IT... FIND IT 
when you need it...without delay! 


Ideal for your personal desk or one-drawer file. Contains 
filing plan instruction sheet; 25 A-Z primary guides, 
green; 25 A-Z miscellaneous folders, red; 100 Tuftear 
manila folders; 250 Fanfold gummed folder labels, buff; 
2 cross reference sheets and an ‘“‘out"’ folder. Now on 
sale at your G/W stationer . . . or write The Globe- 
Wernicke Co., Cincinnati 12, Ohio. 


For More Information Circle No. 433 
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The tabulating card 
address master used 
by Michigan Credit 
Union League. 





Tats 45 6.7/8 90M 12] 


needed to make new masters. 

One typist now turns out about 700 
tab card masters per day; formerly only 
300 metal plates were imprinted in the 
same number of manhours. Because of 








VISUAL 


MAGNETIC 
CONTROL 


MAGNETS M MOVE FASTEST—& EASIEST—OF ALL! 


Simplest Control for PRICES & 
Sales e Production BROCHURE 
Charts e Personnel OF-11 


Maintenance e Scheduling 
Machine Loading 
Visual Presastatons 
COLORFUL. MAGNETS 
eee 2 "oe. oo 
INSTA 
GET THE JOB DONE ON REQUEST 


|Methods Research Corp. P| 


105C Willow Avenue, Staten Island 5, N. Y. 


Priced From | From 


*38 


INCLUDING 
MAGNETIC 
ELEMENTS 











For More Information Circle No, 254 
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the light weight of cards, our list main- 
tenance personnel find their work much 
easier. 

Approximately 1100 credit unions 
throughout Michigan belong to our 
league. Much of the material addressed 
by the addressing machine consists of 
league announcements, publications and 
record forms of various types, which 
are mailed to the officers and committee 
members of these affiliates. We make 
about 25 mailings a month to all or 
part of this group, which totals roughly 
16,000 individuals. Those on the “of- 
ficial” list also receive Contact, our 
monthly magazine. 

Most of the affiliates also publish 
magazines, announcements, and miscel- 
laneous other communications for their 
members. In most cases, individual 





ZIP-O-RITER 


Addresses Pepety, 
from Card 
Files 


Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 


copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 255 
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© 1961, W. J. Co. 


THE FIRST REAL 
IMPROVEMENT 
IN POST BINDERS 

IN 90 YEARS | 


es End Viny!-Guarded Covers 


Cycolac 
Housing rr 





WILSON JONES “CYCOLOK” BINDERS USE MODERN PLASTICS 


From the best of modern plastics, Wilson Jones 
creates the world’s finest post binders. CYCOLAC*, 
a tough, strong plastic, replaces old-fashioned 
metal tubing...gives these binders a lightweight, 
indestructible housing for the improved locking 
mechanism. Retains a smooth, unscuffed appear- 
ance for years. 

Stiff, sturdy covers are VINYL-GUARDED to take 
years of hard wear, without showing it. They stay 


clean and fresh-looking. RUBBER end caps pro- 
tect desk and filing cabinet tops. Metal hinges. 


All these extras are yours at no increase in price. 
Two popular models: RAVEN, in vinyl-guarded 
black Levant simulated leather; and NOMAD, in 
vinyl-guarded blue canvas. Order them today at 
your stationery supplier. Ask to see the most 
modern post binders made. +*8TM of Borg Warner Co. 


WILSON JONES 


209 S. JEFFERSON ST., CHICAGO 6 - 


NEW YORK - 


BOSTON + ATLANTA - SAN FRANCISCO 


Available in Canada: Wilson Jones Company (Canada) Ltd., 7 Ingram Drive, Toronto 15, Ont. 


For More Information Circle No. 427 
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TOTALIA AND NUMERIA 


The most complete line of printing calculators 
and adding machines available to dealers 





automatic 
short-cut ried 


esclusive automatic short-cut 
multiplication with Grand Total 


automatic four operations 
printing calculator 


coast-to-coast sales and service spare parts available from the Ames Supply Company 





Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, Import Office Machine Co., 7444 N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. 3 é North Lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 LOUISVILLE, KY., Import Business Machines 
Howard St. ‘ : - Co., 1503 Bardstown Road. 

LOS ANGELES, Wholesale Business Machines, PUERTO RICO distributor: SAN JUAN, Real 
7515 Beverly Bivd. d : Hermanos Inc., Calle Tanca 250. 

HOUSTON, Adding Machines Distributing Co., CANADA distributer: TORONTO, Nauta Bros., 
2201 Caroline St. 3615 Danforth Ave. 




















For More Information Circle No. 227 
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credit unions handle this chore them- 
selves, but there are 35 that have our 
league headquarters do the work. We 
prepare about eight mailings a year for 
each of them. Their membership totals 
about 80,000; thus, our mailing lists 
comprise nearly 100,000 names. 

The variety of material which the 
machine processes includes the monthly 
magazine, a 20-page, 8” x 11” publica- 
tion; 6” x 8” savings account statements; 
3” x 5” file cards; postcards; single and 
multi-fold brochures of various sizes; 
and letterhead-size announcements. This 
material includes several different paper 
weights and finishes. 

Speed of the addressing operation 
varies, depending on the type of ma- 
terial being handled, but on a typical 
job, involving No. 10 envelopes, the 
equipment will imprint 5000 pieces per 














hour. It takes us 6% hours to address 
16,000 copies of Contact; the same 
job required 14% hours with our old 
system. 

Switching to tab cards has also en- 
abled us to update our mailing lists fas- 
ter, and at less cost. Every January, 
each of our affiliated credit unions elects 
new officers and committees. Formerly, 
when the new names were received, we 
would go through the official list and 
check the metal plates one at a time. 
Plates representing re-elected officers or 
committee members were retained; 
others were corrected where possible, 
or replaced. Metal plates are relatively 
expensive, which was why we tried to 
save as many as possible, but inspecting 
16,000 addressing masters is a pretty 
time-consuming job. 

Tab cards, because of their low cost, 


They were ATTRACTIVE 


... now they’re CEPI 


TOTALIA and NUMERIA adding and calculating machines, manufactured by 
LAGOMARSINO F.A.I. in Milan, have been completely re-styled and modern- 


ized, according to the most advanced design standards. 


The name LAGOMARSINO, joined to the traditional names TOTALIA and 
NUMERIA, will form the new brand-names of these world-famous adding 


machines and calculators: 


LAGOMARSINO 
TOTALIA 


10-key adding machines and 
printing calculators. 


LAGOMARSINO F.A.lI., S.p.A. 


LAGOMARSINO 
NUMERIA 


Keyboard Calculating 
Machines. 


* MILAN ITALY 


Full 


Sales and service agencies in all countries of the world 
For More Information Circle No, 227 
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Electric stapling is here . . . and—no mat- 
ter what you staple—regardless of how 
little or how much—you'll do it befter, 
faster, easier and far more economically 
with a STAPLEX automatic. 12 differ- 
ent models to choose from. 


Let us start you on the road to gen- 
vine savings with a free demonstra- 
tion. Send for illustrated folder now. 
Get the facts on the completely new 
1962 model S-54 shown above and 
12 other cost saving models. 


ve St tapAVOX comory 


World's First & Largest Manufacturer of Electric Staplers 


775 FIFTH AVENUE 
BROOKLYN 32, N. Y., U.S. A. 


For More Information Circle No. 257 
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eliminate the bulk of this work. Each 
year, we simply throw’ away the old 
masters and prepare a complete set of 
new ones. The two decks of cards are 
checked against each other to verify 
names and addresses, but there is still 
considerable time saving, compared to 
our former procedure. Since a new tab 
card master can be prepared in less 
than half the time required to cut a 
metal plate master, the updating job 
is further expedited. 

It used to take one employee five 
months to bring our 16,000-name offi- 
cial list up to date. Now, one person 
completes the job in six weeks. As a 
result, most newly-elected officers and 
committee members begin receiving 
communications from league headquar- 
ters within a month or two after they 
take office; before, five or six months 
tended to be the rule, and judging by 
the complaints we received, it was ; 
pretty unpopular rule. 

Each new master is prepared on 





| Preparing tab card address masters at 
|Michigan Credit Union League on a 
| Scriptomatic Master Card Writer, a modi- 
| fied electric typewriter. 
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REDUCE PAPERWORK COST 
THE HURON COPYSETTE 
WAY..... 


Ask your office supplies dealer 
how HURON COPYSETTE 
can eliminate over-lapping in- 
ventories of various weights 
and finishes of carbon paper 
and mixed stocks of second 
sheets. 
HURON COPYSETTE 
combines in one ready-to- 
type unit a high quality sec- 
ond sheet lightly tipped to its 
own sheet of carbon paper! 
You need stock only one item 
. thereby reducing your 
investment in carbon copy 
materials. 
What’s more . . . HURON 
COPYSETTE saves time in 
your typing operations by 
doing away with hand col- 
lating of loose carbons and 
second sheets. More time is 
available for productive work. 
To find out how much money 
HURON COPYSETTE can 
save you... write for folder 
HCL-22, ‘‘How Much Do 
Your Carbon Copies Really 
Cost.” 


Licensed under Kerr Patent No. 2,557,875 PORT HURON SULPHITE & PAPER CO. 


PORT HURON, MICHIGAN 

































































For More Information Circle No. 425 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING , 
HEADACHES WITH A 


Sptuntt 


PAPER DRILL 


A real production model—han- 
dies big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. Chip 
disposal. Adjustable back gage 
and 4 stops. Price includes one 
hollow drill. 12 standard size 
drills from % to %”—$3.90 each. 
Slitting attachment $7.50; slot- 
ting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Haque St. + Rochester 6, N. Y. 


For More Information Circle No. 264 
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Scriptomatic Master Card Writer, a 
modified electric typewriter equipped 
with a conventional ribbon plus a trans- 
fer paper roll. The typewriter prints 
on the face of the master through the 


_ ribbon, and simultaneously on the re- 


verse side through the transfer paper. 





























= 


| Michigan Credit Union League uses a 
| Model 10-S Scriptomatic addressing ma- 
| chine to imprint everything from 3” x 5” 
| cards to 9” x 12” envelopes at up to 


5000 pieces an hour. 


| This latter impression is the one that’s 
_ duplicated when the master goes 


through the machine. During the year 
we keep each card on file, it is used 


| in many cases 200 times, and occasion- 


ally even more. But we've never had 


| to throw one away for quality of im- 
| pression. 


Many addressing jobs that pass 


| through our shop involve only a few 


hundred mailing pieces. An advantage 
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Now...prepare all your offset masters by xerography 
...even from halftones, photographs, and solid areas! 


Now you can prepare any type of offset 
master by xerography . . . and from any 
original . . . even halftones, photographs, 
on solid areas. 

A new, improved plate, used with 
xerographic master-making equipment, 
provides an inexpensive substitute for 
film negatives. It enables you to make 
all your offset paper and metal masters 
in your own plant . . . at tremendous 
savings in time and money. 

No special offset paper masters are 
needed, Use any paper-master material 
you have in stock. And just consider 
some other advantages: 

¢ Easy preparation of transparent and 
translucent intermediates for diazo re- 
production * speedy production of lan- 
tern slides * longer duplicator runs + 
crisp, clean quality of runoff copies + dry 
process, no darkroom, no wet chemicals 
* all colors copied, even reds and blues 
* present use of xerographic tone tray 


enhanced . . . at no extra cost * your own 
offset-duplicating department feasible 
* confidential documents safeguarded. 

Xerography copies anything written 
printed, typed, drawn, or photographed 
¢ Enlarged, reduced, or same size * 
Copies onto many kinds of duplicating 
masters . . . metal, paper, or translucent. 

Let us show you how the new, im- 
proved plate can help you realize sig- 
nificant savings yearly when used with 
xerographic master-making equipment 
and offset duplicating. 


Write Xerox Corporation (formerly Haloid Xerox 
Inc.), 61-226X Haloid St., Rochester 3, N.Y. Branch 
offices in principal U. S. and Canadian cities. 
Overseas: Rank-Xerox Ltd., London. 


XEROX 


CORPORATION 


For More Information Circle No, 431 








COUNT ON 
OFFICE AIDS 
for quality in quantity' 


“BUILD UP"’ HORIZONTAL DESK TRAY. 
Use singly, as a pair, or multi-level. 
Eliminates parts, posts - clamps. 
Interlocks exactingly. 


Kleradesk Flexible Steel Kleradesk 
Model 6V. Provides pro- 
tective place for papers. 


Flexible Stee! 
—Model D. Occupies min- 
imum desk space. 


Adapto-Rack 
Sectional 
Organizer 


Fi e- ure aie 
Speeds 
Filing 


for Catalogs 
and Books 


Ideal 
Sanitary 
Moisteners 


“Capillary Action’’ No-Over-Flo 
Handi-Pen Sponge 
Desk Sets Cup 


Write today for full information and prices. 


12-11 Sengbusch Building 
Milwaukee, Wisconsin 


For More Information Circle No. 277 
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| equipment, 





| The machine 


of our addressing machine is that it 
can be set up for these runs in no more 
than ten minutes. Our old equipment 
required much longer; so much so that 
it was sometimes more economical to 
do a short addressing job by hand. 

In some cases, the time consumed 
in pulling the needed masters from file, 
and in returning them afterward, can 
represent a substantial percentage of 
the total job cost. The machine elimi- 
nates much of this expense because it 
can address on a selective basis, with- 
out disturbing file sequence. 

If a group of masters containing the 
names of each credit union officer and 
committee chairman are fed into the 
for example, they can be 
programed before the run begins to 
address literature only to those holding 
a particular position, such as the presi- 
dency. All other cards will be skipped 
when they pass through. There’s a 
space along the edge of each tab card 
master for punching up to 12 notches. 
scans this area _ elec- 
tronically, and depending on the pres- 


ence or absence of a hole in a given 





COAT | & HAT RACK 


36" Double 
Shelf $16.45 


Single-Double-Triple Shelves. Attach on 16” stud 

centers. Wall & Floor Models 2’ to 6’. Also Rows 

of Hooks—Wall Brackets and Floor Pedestals. Hang- 

ers—Open Hook $3.30, Closed Hook $3.90, per doz. 
immediate Delivery 

831 Chicago Ave 


| BEVCO -Precision Mfg. Co. Fy anston Wi. 


For More Information Circle No. 278 
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You ny They are precision-built 
: for more accurate 


reproduction . Pheir 


Ww a id sad exclusive Mer ury coating 
Hae mi Ga e Wi material creates the world 
‘ finest inking surface 


And they outlast ordinary 


rollers and blankets, 
because they are abrasion 
we resistant, glaze resistant, 
and inks or solvents can’t 
em swell 


_ Blankets and Rollers Berm 
FOR MULTILITH PRINTING MACHINES 
Less J 


lithograph presses 


RAPID ROLLER 
COMPANY 

Federal at 26th St., Chicago 16 
EASTERN OFFICE 

218-224 Elizabeth Ave. 

Newark 8, N. J. 


For More Information Circle No. 426 


THe Orrice—November, 1961 





HEADQUARTERS FOR YOUR 
ve COMMUNICATIONS SUPPLIES 


for your typewriter 

‘ Old Town’s multi-purpose ribbons—they’re 
use bg cgay il a natural in preparing copy for Offset, 
: : Diazo, Photographic or Thermal reproduc- 
tion. Jet black reproduction ...crisp, clear 
characters every time. Designed for corres- 
pondence typing and formulated to satisfy 

all typing. 


for your copying machine Old Town's Copymaker (Type M) thermal 
» copy paper. Here‘s a sheet that contains 
use COPYMAKER the two outstanding features you‘ve been 
looking for. Simplicity and economy. It's 
made for use on your Thermofax machine 
and reproduces on heavier weight white 
stock in brown or black characters. Copy- 
maker has longer file life and is uneffected 
by atmospheric conditions in your office or 
plant. All this and it costs far less—try it 
and see for yourself. 


machines use 


for your duplicating 
C Old Town’s CBP (Cobalt Blue Process). The 


only non-bleeding, non-staining, non- 
migrating duplicate carbon on the market. 
Out performs all others... greatly exceeds 
the reproduction capacities of your present 
multi-sets. 


BE "| 
omnes tial leon. 


WHATEVER YOUR REPRODUCTION REQUIREMENTS—MACHINES, 
MULTI-SETS, RIBBONS, CARBONS—IT WILL PAY YOU TO 
REMEMBER THE NAME OLD TOWN. 


Old Town Research and Product Development is providing 
better products for better visual communication. 


-- visual communication products by: é makers of 


"OLD TOWN CORPORATION cower mat ata on 


150 Pacific Street, Brookiyn 38, N.Y. supplies © copying supplies 


For More Information Circle No. 439 
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position, it will print or skip. In the | (9% 


example described above, each position | 
would stand for a given credit union 


executive office, and the machine would | 


be programed to imprint only from 
those cards containing a “president” 
punch. 

We have edge-punched some of the 
cards in our Official list so that liter- 
ature can be addressed selectively; it 
isn’t necessary with others because of 
the way our mailing list file is arranged. 
Later on, we expect to make much 
greater use of the idea. 

Our plan is to cover much of the 
space on our member tab card mas- 
ters with holes denoting various statis- 


| 








tical facts about the corresponding in- | | 


dividuals. 


For example, we will show 


his age, whether he owns a car and | 


when he bought it, 
ages of his children. These punches 
will be read by an electronic sorter, 
which we plan to acquire. 

Once the tab cards are punched in 
this fashion, we'll be able to address 
promotional literature with a high de- 
gree of selectivity. As an example, if 
a credit union wants to solicit auto 
loans from among its membership, 
we'll run its entire mailing list through 
the sorter and separate all those 
cards representing members who own 
cars that are, say, three or more years 
old. These represent the prime pros- 
pects for such loans. After the list is 
assembled, we'll send it through the ma- 
chine and address the literature. The 
other punches will be used in the same 
basic way to isolate those members who 
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the number and | 


As necessary as 
a typewriter? 


W-e-l-1... No. 


Perhaps the ASTRAL portable refrigera- 


| tor is not as necessary to the well equipped 
| office as a typewriter. 





| 
| 
| 
| 
| 
| 


will be most interested in various other | 
types of promotions and announce- 
ments. 


But more and more progressive business 
firms are discovering that an ASTRAL in the 
office can be as much an asset as any other 
piece of business equipment. 

Office entertaining, often necessary, can 
become awkward and cumbersome. An 
ASTRAL makes it easy, pleasant and natural. 

The convenience of portable refrigera- 


| tion, offering refreshing soft drinks and fruits 


makes any executive’s day more pleasant— 
and more productive. 

And firms with ASTRAL refrigeration 
available to the.general office, find a boost 
in employee morale—and a saving in time 


| away from the desk during refreshment 


breaks. 
To learn how an ASTRAL can fit intc 
your Office life write Dept. O-11. 


wom RICHARDS 


232 S. VAN BRUNT STREET, ENGLEWOOD, N., J. 
For More Information Circle No, 284 
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AUTOMATIC COLLATOR 


Business Machines Div., Fairchild Cam- 
era & Instrument Corp., 20110 Detroit 
Road, Cleveland 16, Ohio, announces a 
fully automatic eight-station electric col- 
lator which takes up little space, and oper- 
ates with speed, accuracy and simplicity. 
Fairchild Model RH-1, a friction fed ma- 
chine, collates and staples 3000 units or 
24,000 sheets per hour. Eight hoppers each 
accommodate a ream of paper. Machine 


will handle most all paper ranges up to 
8” x 14”. Setup time is less than one min- 
ute when adjusting from one stock to an- 


other. Automatic miss and double-sheet 
detectors stop machine instantly to pre- 
vent errors. One person can feed and 
operate the 7% sq. ft. machine. Con- 
struction includes a cast aluminum frame, 
welded structural steel chassis, steel outer 
housing. Standard equipment includes a 
metal table with utility shelf, offset stacker, 
electric double and missing sheet detector 
and automatic stapler. Entire unit is coated 
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with hard-baked emerald green enamel. 
Cost is approximately $275 per station. 
For specifications and additional informa- 
tion, Circle No. 137. 


DICTATING MACHINE 


Memofax, Inc., 1828 East 14th St., Oak- 
land 6, Calif., announces the Memofax 
dictating system which contains a device 
for noting the start and finish of each item 
dictated, and a means of locating instantly 
any additions, changes or corrections 
which the author wishes made. This and 
all other controls are on the microphone 
which controls start and stop of magnetic 
recording belt, playback, review, location 
of each letter and any changes, and a 


switch to pick up voice when microphone 
is on the desk instead of in the hand. 
Machines are fully transistorized for dicta- 
tion or transcribing; no warmup required. 
Magnetic belt slips on or off quickly and 
can be used over and over. By removing 
snapout cartridge which holds transformer 
and replacing it with power pack contain- 
ing four standard flashlight batteries, 
machine can be operated in car, train or 
plane. Compact and light, it can be carried 
in brief case or its own carrying.case. Pre- 
grooved-magnetic belts allow locating the 
start or finish of any given letter, since 
belt can only be affixed to the drum one 
way, and pre-cut grooves automatically 
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position voice pick-up which must travel 
the same path each time belt is played. 
Echoes or voice shadows are eliminated. 
Secretary can transcribe from same ma- 
chine which received dictation, or from 
another Memofax, since machines are 
interchangeable. Complete accessories are 
available. For More Information Circle 
No. 131. 


SOUND CONTROL CABINET 


Gates Acoustinet, Inc., Box 91-11B, 
Buffalo 23, N. Y., announces the Gates 
Acoustinet Model 1DP 200A which fea- 
tures a fine-line, modern cabinet design. 
Many of the design changes are the re- 
sults of Gates sound engineers’ findings in 


the field. Restyling of the front area on an 
inward angle provides more shelf and 
work space. A ledge to secure copy place- 
ment has been added, in addition to an 
opening for easy hand accessibility for in- 
put material. These features provide more 
functional use of the Gates Acoustinet 
Model 1DP 200A, while efficiently stop- 
ping undesirable office machine noises as 
much as 75%. For More Information Cir- 
cle No. 165. 


INTERCOM SYSTEM 


Webster Electric Co., Communications 
Div., Racine, Wis., announces the 2500 
Teletalk which eliminates individual ampli- 
fiers in each sending and receiving station 
through use of one small centralized 
amplifier. Units have extra compactness, 
ease of wiring and a “hands-off” answering 
advantage to anyone within 15 ft. Can be 
used as a desk or tabletop unit or flush 
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mounted on the wall. Handling up to 11 
different stations, it can be used for im- 
mediate conversation between two sta- 
tions at a time. Any station in the system 


can originate a call. A busy signal lights 
when system is in use or when a station is 
in operating position. Desk top unit 2510 
measures 12” wide x 5%” deep x 3” high 
and weighs 4% Ibs. Wall mounted units 
W2510 are much the same except front 
panel framing is brown steel. Unit fits into 
a provided steel box. Bezel is 13” wide 
and 4” high; box measures 12” wide x 
2%” high x 3%4” deep so that entire unit 
mounts to standard wall depth. For More 
Information Circle No. 170. 


LABEL MAKING MACHINE 


Dymo Industries, Inc., 2950 7th St. 
Berkeley 10, Calif., announces an instant 
label maker, Tapewriter M-5, which pro- 





duces on-the-spot, self-adhering _ plastic 
labels. It makes raised white letters on 
ten different colors of vinyl tapes to pro- 
vide a highly flexible labeling and identifi- 
cation system. Priced at $24.95, and made 
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of lightweight aluminum alloy with a 
nylon plastic letter-number dial, it can 
be easily handled by file clerks. The 82” 
long Tapewriter is magazine-fed, preci- 
sion engineered and operates on the same 
principle as other Dymo units, producing 
¥" wide labels. After user dials the letter 
or number desired, she presses the handle 
and letter is embossed on colored tape in 
contrasting white. A built-in cutoff blade 
trims finished label to exact size. M-5 
vinyl tapes come in a magazine that slips 
into the unit for easy changing of tape 
colors. Magazines are available with red, 
yellow, green, blue, gray, brown, black, 
orange, gold and clear tapes at $1.25 per 
roll. Range of colors provides a complete 
color coding system. For illustrated bro- 
chure, Circle No. 163. 


ID PASS CAMERA 


Natural Lighting Corp., 630 S. Flower 
St., Burbank, Calif., announces the Color- 
Tran Foto-Sure Camera which uses stand- 
ard Polaroid 300 film to produce a se- 
curity pass or identification badge im- 
mediately upon hiring a person, eliminat- 


ncaminain 
au! 


ing laboratory processing. It also can be 
used for check cashing identification and 
promotional purposes. Unit contains lights 
needed for photographing the subject and 
simultaneously superimposing photo onto 
a pass form at time of exposure. Subject 
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is framed in optical viewfinder and there 
is accurate alignment of subject and pass 
form. Lens has wide focusing tolerance. 
Any kind of writing, including pencil, may 
be recorded. When combined with Color- 
Tran laminating equipment, unit will pro- 
duce tamper-proof badges. Camera meas- 
ures 211%%4” x 12” x 15” when stored in 
case, weighs 251% Ibs. Subject illumination 
is standard 500 watt R 40 lamp which 
draws 4.5 amps at 110-volts. Price of 
unit ready to operate is $700. For More 
Information Circle No. 143. 


PAPER JOGGER 


Syntron Co., 715 Lexington Ave., 
Homer City, Pa., announces Jogger Model 
CPJ-60, largest single action, table deck 
unit manufactured by the company. The 
jogger’s electromagnetic drive quickly and 
easily aligns lifts of paper weighing up to 


125 ibs. It is portable and has 1120 sq. 
ins. of jogging surface so that two people 
can use it simultaneously. One of its prin- 
ciple applications is jogging lifts of pages 
in bindery preparation. For complete data 
and specifications, Circle No. 155. 


CARD RECORD SYSTEM 


Practa Data-Card System, 557 E. Wal- 
nut St., Pasadena, Calif., introduces the 
Practa System for card records contain- 
ing many significant entries which must 
be coded but where the volume of cards 
is too smali to warrant the use of data 
processing machines. In addition to as 
many as 34 positions and 14 colors for 
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visual signaling, card records can be needle 
sorted or separated with a selector frame. 
A selected group of cards can be worked 
while the original order of all cards in the 
file is maintained. Cards hang on frames 


holding 200, 400 or 600. Existing card 
records can be converted to the Practa 
System, without transcription of data, by 
attachment of Practa adapter cards. For 
More Information Circle No. 148. 


ADDING MACHINE 


Victor Adding Machine Co., Dept. 


PAR-237, 3900 N. Rockwell St., Chicago 
18, [ll., announces a wide carriage adding 
machine that combines both posting and 


figure work. Desk-size machine has 314” 
of carriage space for insurance forms, 
deposit and withdrawal slips. Available 
with ten-key or full keyboard and auto- 
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matic credit balance with total or sub- 
total key. Changes from tape to forms in 
ten seconds. Operator disengages tape, in- 
serts form, lifts cover and re-engages tape. 
Memo writing table for notations while 
tape remains in machine. Standard vertical 
spacing, six to’ the inch, as a typewriter. 
For More Information Circle No. 108. 


PUSHBUTTONS & BUZZERS 


Suttle Equipment Corp., 135 S. LaSalle 
St., Chicago 3, Ill., announces pushbuttons 
in one, two, four and eight button sizes in 
blue-beige color. SE-559W (two button), 
SE-561W (4-button), and SE 565W (eight 
button) units are available with a 6-ft. 
22-gauge cord. Standard Suttle connecting 
blocks and backboards may be used. Also 
available is the SE-7 high quality sturdy 


buzzer made under Western Electric Co. 
patent license, for DC or AC operation. 
It has silver contacts and reed mounted 
armature with a flat retractile spring and 
stop. Used with the SE pushbutton series 
for audible signaling requirements in 
offices, factories and hospitals. For litera- 
ture, prices and operating details Circle 
No. 130. 


STEEL CANOPIES 


Armco Drainage & Metal Products, Inc., 
Dept. CP, Middletown, Ohio, announces 
steel canopies that offer low-cost weather 
protection for walkways and parking areas. 
Available in some sizes for 70c per sq. ft., 
plus freight and erection. Made in a wide 
range of sizes: widths from 6 to 40 ft., 
and heights from 8 to 14 ft. Length is 
unlimited. Low cost results from use of 
economical mass-produced steel compo- 





nents and cantilevered design that reduces 
weight requirements. Roof is made of 
Steelox panels available in steel coated 
with zinc or aluminum to resist corrosion 
Heavy gauge, 


and reflect sun’s rays. 


painted supporting posts and beams have 
box-like cross section for extra strength 
and provide a conduit for wiring. Canopies 
are delivered complete with structural sys- 
tem, roof, bolts and combination gutter- 
facia enclosing all four sides of roof. For 
More Information Circle No. 158. 


TAPEWRITER-READER 


Eichner Organisation, Unterlindau 21- 
29, Frankfurt am Main, West Germany, 
announces the Eichner-Tronictyper which 


an electric 
tape punch 
reader in a 


combines 
channel 
tape-card 


typewriter, eight- 
and photoelectric 
single unit. All 
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alphanumerical and functional keys on 
the typewriter are reproduced in punched 
paper tape or edge punched cards simul- 
taneously with the normal typing opera- 
tion. At the touch of a switch, typing 
can be reproduced at 800 strokes a min- 
ute for automatic forms writing. Variable 
data can be added at any point. Error 
corrections and deletions are easily made 
either at time of original typing or by 
producing a second tape while machine 
reads original tape. Control keys in front 
of typewriter keyboard light up to indi- 
cate machine has accepted the instruc- 
tion. Adequate work surface is provided 
by the modernly styled desk unit. For 
More Information Circle No. 147. 


TABLES & CHAIRS 


All-Steel Equipment, Inc., 600 Griffin 
St., Aurora, Ill., announces the 2300 line 
of reception area furniture featuring mod- 
ern styling and decorator-coordinated 


colors. It includes single chairs and two- 
and three-seater units, with or without 
arms, plus five table styles. Basic chair 
can be used alone or as a left or right- 
hand unit joined in a group of two, three 
or more chairs. Choice of 13 finishes or 
brushed chrome on chair frames and up- 
holstery in a wide selection of colorful 
decorator fabrics and Naugahydes. Tables 
have self-edged laminated tops in Texto- 
lite or Formica and either painted or 
brushed chrome frames. For More Infor- 
mation Circle No. 109. 
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DRAWER-SHELF FILE 


Wheeldex & Simpla Products, Inc., 1000 
N. Division St., Peekskill, N. Y., announces 
a side opening, ball bearing suspension 
drawer file in correspondence and legal 
sizes. Shelvadrawer simultaneously serves 
the dual functions of drawer file, drop 
filing and side access shelf filing. Short 
side, quick pullout fully exposes contents 


to save time and energy. Two clerks may 
have simultaneous access to material in 
one cabinet. For fast random in-and-out, 
all levels may be used as open shelf files. 
For volume or concentrated work, one 
can pull out the Shelvadrawer and drop 
file. Available open or completely closed 


with lock. Immediate and direct transfer 
from present drawers or shelves with no 
new system to install and no new sup- 
plies to buy. Available in all-welded units, 
three, five, or seven levels high. For bro- 
chure, “Shelves that Come to You,” Circle 
No. 138. 


ROOM DIVIDER 


Kalwall Corp., 43 Union St., Man- 
chester, N. H., offers a temporary parti- 
tion system to meet the need for a rapid 
and flexible method of dividing conference 
and other office areas. It consists of Kal- 
wall translucent panels joined by special 
clips that can be installed with a screw- 
driver. Panels, made with fiberglass plastic 
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sheets bonded to an aluminum grid, are 
structurallly strong, and light in weight. 
The 4 x 8 ft. x 1-9/16” thick panels weigh 
only 48 Ibs. and can be stored and trans- 



































ported by one or two men. Translucent 
face allows high light transmission between 
adjoining areas. Faces are resistant to 
damage during erection and dismantling 
because of their high impact strength and 
tough, durable surface. Smooth, non- 
porous Kalwall panels are easily main- 
tained. Dirt and grease can be rapidly 
removed with an ordinary household 
detergent. Panels come in standard 4 x 8 
ft. and special sizes upon request. A wide 
variety of decorator colors is available. 
For More Information Circle No. 129. 


PROXIMITY ALARMS 


Crown Electronics Co., 4447 N. Central 
Expressway, Dallas 5, Texas, announces 
the Crown Defender which creates an 





invisible electronic shield around un- 
attended objects, rooms or entire buildings. 
Upon intrusion, it activates an audible 
alarm, turns on floodlights, starts a movie 
camera or notifies police by a telephone 
recording. Electronic activator unit, which 
uses proximity fuses, automatically com- 
pensates for atmospheric changes in pres- 
sure, temperature and humidity, and for 
gradual physical changes in the area it is 
guarding. Can be rented or purchased, 
with accessories. For More Information 
Circle No. 116. 


PORTABLE REFRIGERATOR 


Norcold, Inc., 5111 W. Washington 
Blvd., Los Angeles 16, Calif., announces a 
compact portable refrigerator that is both a 
piece of office furniture and an appliance. 
The Bartender refrigerator has a genuine 


walnut cabinet which adds a distinctive 
touch to the office. Doctors and dentists 
can use it to store pharmaceuticals. Avail- 
able with legs and casters, making it 
easily movable. It has ample capacity and 
holds tall bottles. Shelves are removable 
for various arrangements, and ice cubes 
are made quickly. Alcohols and other 
liquids will not stain or mar the finish. 
Operates silently from any 110-115 volt 
AC or DC outlet. Unit is 33” high with 
legs and casters (213%4” without legs and 
casters), 2142” wide and 2144” deep. Re- 
tails at $199.95. For More Information 
Circle No. 134. 
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HOSPITAL PLATE EMBOSSER 


Dashew Business Machines, Inc., 3655 
Lenawee Ave., Los Angeles 16, Calif., 
introduces the Dashew Datatyper which 
embosses plastic or metal patient identifi- 


cation plates interchangeably, and can be 
operated in any part of a hospital by in- 


experienced personnel with as little noise 
as a typewriter. Optical keyboard pro- 
duces up to 80 four-line plates an hour 
by personnel without typing experience. 
The Datatyper weighs 70 Ibs. and occupies 
18” x 23” floorspace. It can be moved 
from one area to another and is powered 
by a small, quiet electric motor. Equipped 
with an optional code punch so that plastic 
plates may be embossed and coded for 
use with electronic data processing equip- 
ment. For More Information Circle No. 
139. 


COPYING MACHINE 


Photostat Corp., 1001 Jefferson Road, 
Rochester 3, N. Y., introduces the Photo- 
stat Copier 14 which combines light 
exposure and ready-to-use developer to 
provide permanent bond quality copies of 
any original regardless of color. Com- 
panion to the Copier 9, it will produce 
copies 14” wide by any length for engi- 
neering and accounting departments where 
wider copies are necessary. For More 
Information Circle No. 120. 
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FLOOR WASHER 


Cummins Chemical Co., Box 9117, 
Arlington 9, Va., announces a device for 
cleaning office and institutional floors. 
Cleanmaster, a portable mopstand, is con- 
structed of welded stainless-steel with three 
compartments, one for clean water and 


cleaning solution, another with a wringer, 


and a third to hold dirty water and waste 
material. Completely portable and ideal 
for small as well as large areas. Soiled 
water may be drained and a new clean- 
ing solution added within seconds. Clean- 
master also can be operated as a stationary 
mop sink as well as a mobile mop cart. 
Its dimensions (21” x 38”) fit standard 
utility closets. Capacity is 20 gals. For 
More Information Circle No. 145. 


PAPER SHREDDER 


Shredmaster Corp., 384 Woodcleft Ave., 
Freeport, N. Y., announces that its Bantam 
10 paper shredder is available with 
specially hardened alloy steel cutters or 
knurled cutters in standard or specially 
hardened steel as _ optional features. 
Knurled cutters eliminate slippage and 
clogging when plastic address plates, credit 
cards or carbon paper are destroyed. 
Hardened, alloy steel cutters eliminate the 
need to remove paper clips before shred- 
ding. Bantam 10 is a smartly styled, com- 
pact, portable paper shredder for quickly, 
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safely and quietly destroying confidential 
matter. Specifications are: throat, 10”; 
width of shreds, %4”; capacity, up to 120 
Ibs. of paper per hour; power, %4 hp. 


ite eee 


110-volt AC, reversible. Input table is 
slanted for gravity feed. Housing is tough, 
dent and abrasion proof and streamlined 
in office gray finish. Mounting is soft 
rubber for quiet, vibrationless operation. 
For More Information Circle No. 123. 


AMPLIFYING TELEPHONE 


Automatic Electric Co., Northlake, IIl., 
announces the Speakerphone Executive 
Model which combines improved trans- 
mission with new design. Partial gain- 
switching of circuits reduces possibility of 


microphone-speaker feedback. Circuits are 
arranged so that microphone is auto- 
matically muted, but not completely cut 
off, when speaker circuit is activated. Con- 
versely, speaker volume is reduced when 
microphone is in use. The microphone, 
housed in the base, is a sensitive, wide- 
angle instrument that picks up conversa- 
tion from anywhere in a normal size room. 
Fast “attack” time is obtained by switch- 
ing electronically. For More Information 
Circle No. 127. 





AIR PURIFIER 


Tubin Electronics, 905 S. Vermont 
Ave., Los Angeles 6, Calif., introduces a 
portable machine that generates negative 
ions to clear the air. It is claimed that 
fatigue and nervous tension can be re- 
duced by negative ionization of air mole- 
cules, in addition to providing relief from 
symptoms of respiratory disorders. Ma- 
chines are said to adapt to private offices, 





conference rooms, confined areas and gen- 
eral working quarters, increasing efficiency 
of workers, even in the presence of air 
conditioning which generates positive ions. 


Called Ion-O-Matic Air Improver, it 
weighs 8 lIbs., occupies a space 10” x 7” 
and is said to generate in excess of 200 
billion negative ions per second per cubic 
centimeter of air. Price is $79.50. For 
More Information Circle No. 107. 


CHAIRS 


Horness, Inc., Three Oaks 7, Mich., 
makes aluminum chairs for office and 
institutional use. The Horness FM series 
is styled in clean, simple, modern lines 
and features satin-finish aluminum frame, 
Polyfoam cushions and choice of fabric 
or vinyl upholsteries in a wide range of 
colors and textures. Four basic chairs of 
coordinated design include executive swivel 
chair, matching armchair, armless occa- 
sional chair and secretary posture chair. 
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There is also a series of lounge furniture 
consisting of lounge chair, backless cush- 
ioned seat, planter and three tables, all 
available as free-standing or add-on units 
which can be arranged in a wide variety 


of groupings. Hand-finished satin alumi- 
num is protected with a clear, hard, baked- 
on plastic outer finish. Swivel bases are 
cast of extra strength aluminum alloy and 
have self-lubricating nylon bushings for 
smooth swiveling. Cushions are molded 
Polyfoam for long-lasting resiliency. Up- 
holsteries are durable, long-wearing vinyl 
and fabrics in a complete range of colors 
in various solid, two-tone and “mix n’ 
match” combinations. For color brochure, 
Circle No. 136. 


COPYING MACHINE 


Photek, Inc., Box 1553, Providence 1, 
R. I., announces the Photek Expediter 15, 
an enlarged version that copies wider 
originals than the $99.50 Expediter 10. 


4 = \ 
N 
‘ 








~ 





Priced at $149.50, the new model has 
total pushbutton control, clean handling 
and a disposable plastic cartridge which 
contains the necessary chemicals elimi- 


For More Information Circle No. 180—>» 





ERASE ON THIS NEW CHAMPION BOND 





This is 20 Ib. Champion Bond 





nating all handling. Developer life is ex- 
tended in the air-tight cartridge. Due to 
its larger size, it will accept a cartridge 
containing 48 oz. of fluid. This diffusion 
transfer machine copies all written, drawn, 
pencilled, typed and stamped originals, 
in any color, producing maximum con- 
trast, permanent, sharp black-and-white 
copies. For More Information Circle No. 
135, 


ANTI-OFFSET SPRAY GUNS 


Easy-Flo Spray Co., 544 W. Colorado 
St., Glendale 4, Calif., announces spray 
guns to prevent ink offsetting on both 
offset and letterpresses. Its powder mixing 


head provides a spray that leaves a soft, 
velvet-like surface on paper instead of one 
that is hard and rough, saving time and 
waste both in printing and binding. An 
anti-clog characteristic enables Easy-Flo 
to stay soft, fluffy and separated, even in 
damp and humid weather. There are units 
for small, medium and large presses, start- 
ing at $64.45. Miultilith and Davidson 
models are $69.85. For More Information 
Circle No. 168. 


DUST MOP SERVICE 


Masury-Young Co., 76 Roland St., Bos- 
ton 29, Mass., offers its Myco dust mop 
rental service from more than 85 fran- 
chised industrial laundries covering over 
90% of the country. Lightweight Myco 
dust mops are easy to handle and are 


<—For More Information Circle No. 180 


flat to fit under desks, heavy furniture 
and machines. Mop heads in 52”, 38”, 30” 
and 22” sizes can be locked into fixed 
or swivel positions. After each launder- 


ing, mopheads are treated with an elec- 
trostatic agent that penetrates mop fibers, 
causing them to draw dust and dirt into 
the treated strands. Myco S-45 dust con- 
trol, agent prevents fungus and bacteria 
growth. Franchised laundries provide 
mops, frames, handles; pick up soiled 
mops and deliver cleaned ones. Customer 
pays only cost of cleaning. For More 
Information Circle No. 146. 


ADJUSTABLE FORMS RACK 


Sengbusch Self-Closing Inkstand Co., 
2222 W. Clybourn St., Milwaukee 3, Wis., 
announces the Appli-File compartmented 


desk rack with a slotted 24%” wide floor- 
board and sliding partition. This permits 
sliding the partition to any position on 
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the floorboard and tightening it with a 
head-screw and wing nut. The floorboard 
permits expansion to 342” width in each 
compartment. Appli-File has many uses 
to assist in machine accounting, such as 
systematically sorting and holding account- 
ing and record cards, and checks of differ- 
ent widths and lengths. Appli-Files come 
in green, gray, desert tan and mist green. 
Model A with six compartments sells for 
$27.50; individual floorboards with par- 
tition are $2.25 and a partition with bolt 
and wing nut is 45c. For More Informa- 
tion Circle No. 175. 


MACHINE STAND 


Tiffany Stand Co., 7350 Forsyth Blvd., 
St. Louis 5, Mo., makes the Model 6000 
office machine stand which offers strength, 


2 


rigidity, and stability. Available with either 
one drop leaf (as shown) or two drop 
leaves (Model 6002). Easy to assemble 
with just a few screws in a few minutes. 


Provides operator comfort, appearance, 
portability and retractability. The 6000 
and 4000 series also have modesty panels 
at rear of stand. For More Information 
Circle No. 141. 


ELECTRIC STAPLER 


Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., announces redesign of its S54 
electric stapler. Plugs into any standard 
110-volt AC outlet; also available for DC 
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and 220 volts. It will staple 25 sheets of 
20-lb. paper or equivalent instantly, as fast 
as the work is fed to it. Savings up to 65% 
in time are said to be expected over hand 


stapling. Operated by a solenoid with no 
complicated internal parts or motor. Fully 
adjustable to 444” stapling reach. Uses 
standard staples. For More Information 
Circle No. 117. 


DUST CLOTHS & DISPENSER 


Minnesota Mining & Mfg. Co., 900 
Bush Ave., St. Paul 6, Minn., offers a 
metal dispenser free in a Scotch brand 550 
dusting fabric deal. The offer, which began 


Oct. 1 and runs for 90 days, consists of 
12 rolls of fabric and the F-50 octagonal 
dispenser which loads from either end and 
mounts at any angle. Each roll of dusting 
fabric has 60 perforated 12” x 18” dusters. 
For More Information Circle No. 169. 
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DOES YOUR 
MIMEOGRAPH 


Does your secretary get messy whenever she uses the mimeograph? Does she have 
to clean it for each job even when you're rushed? Are copies fuzzy and indistinct? 
If your answer is yes, see the new Bohn Rex-Rotary twin cylinder, paste ink 
mimeograph. It’s the first really clean mimeograph; never leaks, stays clean, always 
ready for instant use. Always produces clean, sharp, printing-press quality copies. 
AND it sells for far less than other first quality mimeographs. Mail this coupon today. 


BOHN DUPLICATOR COMPANY —=—[_] _Ficase arrange a demonstration in ou 
444 Park Avenue South, Dept. (-18 = Please send further information, including 


portfolio of samples printed on the Bohn 
New York 16, N.Y. Rex-Rotary. 


STi cincississtbiahdibsscensieiteenctpiebinndaneniasion< | Ta. 
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For More Information Circle No, 412 
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CHARGE ACCOUNT SYSTEM 


Automatic Business Products Co., 
Willimantic, Conn., offers the Kwik File 
charge account system. Each time a charge 
is written up, user files the sales slip in 


the self-contained folder assigned to that 
particular customer. When convenient, this 
information is posted on the face of the 
ledger ruled folder as a permanent record. 


At the end of the month entries are tallied 
and total transferred to a statement for 
mailing. Kwik File blue steel file with 
follower block comes in two sizes. Regular 
size accommodates most standard charge 
slips and ledger records. Jumbo size holds 
slips up to 53%4” wide by 8%” high. Maxi- 
mum capacity is about 400 account fold- 
ers. Regular size is $17.60; Jumbo, $21.20. 
For More Information Circle No. 122. 


COMPASS 


Koh-I-Noor, Inc., Bloomsbury, N. J., 
announces a compass and compass beam 
attachment for use with Rapidograph 
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To Increase Your Mail 


oy-T-ta-batels| 


baskets removable. 


Basket Size: (Upper) 1714"x 25"x 11° (Lower) 
17% x 25 x 8 « Frame: Chrome plated steel « 
Baskets removable « Terms: 1% 10 days, net 30 
days « F.O.B. Detroit « Shipping weight: 33 Ibs. 


Write for Free Brochure or 
Better Still ORDER TODAY! 





MANUFACTURED BY 


CHESLEY INDUSTRIES, Inc. 


Efficiency! 


Companies throughout the country are using this 
double deck chrome-plated steel distribution cart, 
to categorize incoming mail for quick, error-free 
delivery. Lower basket for outgoing mail. Both 


FILE HOLDERS 


GUIDE BARS 
$ .24 EACH 








TO FIT 





24702 Telegraph Road Detroit 41, Michigan 


For More Information Circle No. 315 
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©1961, Venus Pen & Pencil Corp., Lewisburg, Tenn. 


Try them. They’re on us. 


They’re three specialized Venus ball PEN « cils® you’ll want to try out in your 


office: Super Fine, for bookkeeping and extra fine writing. Erasable, with 

eraser. Reproducing, for use with all office copying machines. You can get all 

three free with your next order of 3 dozen Venus ball PEN « cils (No. 10-8D) 
d ink. 


eeeeeeeee seeeeeeeenree eeeeeeeerenee 


Mail this coupon to your 
Stationer: 
Please send me the fol- 
lowing packages in 
Venus’ Department Test 
Offer No. 10-3D. 
No. of Packages 
(Blue ink) 
No. of Packages 
(Red ink) 


NAME 
COMPANY NAME 


ADDRESS 
CITY, 


THIS OFFER GOOD 


COOPER ERR S COTE e eRe eee eeeeeeeeenete® 


Venus’ Department Test 
Offer contains 3 dozen 
regular Venus ball 
PEN *cils in blue or red 
ink, PLUS three free 
samples for testing: 
Super Fine (39¢), Repro- 
ducing (39¢) and Eras- 
able (29¢). 

0-11 


For More Information Circle No, 413 





interchangeable drawing point sections. 
Koh-I-Noor Rapidograph-Compass No. 
3175 is a precision engineered ringhead 
bow compass with a special quick-setting 
device for use with either the Rapidograph 
drawing point sections or with graphite 
leads. Beam attachment No. 3175-B, for 
making large circles, assures completion 
of the largest circle because of ample ink 
supply. For More Information Circle 


OFFICE KNIFE 


X-acto, Inc., 48-41 Van Dam St., Long 
Island City 1, N. Y., offers an office knife 
for chores ranging from correcting stencils 
to making invisible erasures. The 3-ST 
Penknife is pen-shaped with a gold finish 
metal barrel, plastic screw cap and pocket 
clip. It can be used at the desk or carried 
in the pocket. Used as an eraser to produce 
clean, smudge-free and virtually invisible 
erasures on legal 
documents, forms, 
etc., it comes with 
a surgically sharp 
blade. Gentle 
scraping removes 
the error without 


Graffco 


SIGNALS 
for every type 


Shown here is the 
#90 Cellugraf Signal. 
It features an opaque 
plastic writing surface 
which accommodates 
special notations such as 
numbers, letters, etc. 
Twelve standard colors. 
Graffco Signals bring 
facts to life. 


GEORGE B. Graff COMPANY 


54 Washburn Avenue, Cambridge 40, Mass. 


For More Information Circle No. 235 


smudging paper or 


streaking adjacent 
characters. It takes 
but a few seconds 
to insert a new in- 
terchange- 
able blade. For 
More Information 
Circle No. 159. 
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Photo: Naster 
» C4 OT @ 


copies anything ... in seconds 
gives more dollar per dollar value 
than any other copier 





Big Handy Size: 9” 
throat takes 9°’ sheets 
up to any length. 


Unsurpassed black and white copies — sharp, clean, 
permanent — in seconds, for pennies! Improved new 
Photo-Master X-200 copies anything printed, typed, 
drawn or duplicated. Photographic accuracy looks like 
original copy, saves checking, prevents mistakes, speeds 
your daily work. 


Tle mix... Nofiz...Motrizx... Nodelay 


New finger-tip lever instantly “automates” action in 
the pre-mixed developer cartridge . . . automatically 
fills tray . . . automatically drains developer back into 
cartridge when your copy is made. Developer keeps 





Write 











fresher, cleaner, lasts up to 4 times longer. for 
name 

More “do” per dollar: Small “Desk-companion”: of 

Everything expensive but the Easy to carry, too. Only 12” deep, 19” long, your 

price. Compare it with all 72" high . . . and so beautiful! Deluxe 

others . . . you'll buy X-200! design. Beige-and-metallic-green finish. nearest 


Exclusive Canadian Distributor dealer. 


General Photographic Products Co. 
1534 13th St., Regina, Sask, 


For More Information FORMFOTO Manufacturing Co. 


146 Home Avenue @ Villa Park, Illinois 
Phone: TErrace 3-8330 


Circle No, 195 


MAP BIN FILE | 


THE LOW COST WAY 
TO FILE ROLLED MAPS, 
DRAWINGS, TRACINGS, ETC. 
Heavy gauge steel bin, boked enamel finish, protective 
rubber bumper all around. Rolled items quickly located 
and refiled. ideal in a limited working area. 
40 HEAVY-DUTY CARDBOARD 


TUBES, 2” DIAM, 36” LONG. 
=i), Het ae ee A 
PLASTIC COVER 
FOB TULSA, OKLA. 
. 
619 SOUTH MAIN ST. TULSA 19, OKLA. 


WITH FREE 
Be te 
Weight 31 Ibs 
For More Information Circle No. 234 





SPIRIT DUPLICATOR 


PRINTS HUNDREDS OF COPIES 
QUICKLY — AUTOMATICALLY! 


Just load ordinary paper on the feed table . 
the Heyer Conqueror feeds, prints, a 
stacks 110 copies per minute for pennies 
run. Prints 1 to 5 colors at one time on t 4 
papers, cards, even newsprint, sizes 3 x 5 to 
9 x 15 in. Duplicator manufacturers since 
1903, Heyer has developed many important 
features others can’t match. Nationwide sales 
and service by 1247 authorized dealers. Fully 
Automatic Electric Model. $299.50, Hand Op- 
erated Model $214.50, plus tax. HEYER INc., 
1821 S. Kostner Ave., ‘Ehicago 23, Til. 


FREE! memo Pad with your name on 
each sheet—Our demonstration by mail 
oe ew eee eee eee === - 4 


HEYER INC., Dept. 11-61 
1821 S. Kostner Ave., Chicago 23, Hil. 


Please send my free memo pad and in- 
formation on the Conqueror Spirit Dupli- 
cator. | understand there is no obligation. 





NAME 
FIRM 
ADDRESS. 
CITY. 











ZONE___STATE 


For More Information Circle No. 311 
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| CONTROL BOARDS 


| Management Control Charts Co., 1731 
| N. Wells St., Chicago 14, Ill., offers the 
Coffield Interchangeable Organization and 
Manning Chart. Company name, date, 
etc., are quickly set up with diecut plastic 
| letters and figures. Vertical and horizontal 
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| lines, plain and dotted, are provided. Back- 
| grounds are pressed wood, grooved hori- 
| zontally on %” centers and covered with 
| felt in maroon, green or black. Frames are 


walnut, birch, light or dark oak, or limed 


| silver oak. Transparent plastic windows in 
| many standard sizes hold typed paper 


strips with job titles and names of per- 
| sonnel. Strips can be easily typed on any 
typewriter and inserted as changes in 
personnel occur. There are sizes to fit any 
organization structure. For complete in- 
formation, write above address. 


REFRIGERATOR 


Instamatic Corp., 530 McDonald St., 
Elkhart, Ind., announces the Dometic 
LB16 2 cu. ft. table model refrigerator 
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MACKINAC 


rl 


LA 











» JOB-READY 
BUSINESS PAPERS 


ws 


oe | . a wy a 
The line with the right paper for each job! 


The 7 Grades of 
MACKINAC Business 
. Papers are: 


MACKINAC BOND 
MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 
MACKINAC OFFSET 
MACKINAC OPAQUE 
MACKINAC VELLUM 


The MACKINAC trade mark is the symbol of 
the BUSINESS PAPERS line that spans the 
field—providing exactly the right paper to work 
fast and accurately on high speed office printing 
and duplicating machines. You get unprece- 
dented results, because MACKINAC Job-Ready 
Papers are designed for job perfection. You 
have a choice of white and six bright colors in 
six grades: VELLUM is available in white only. 
Sizes: 814 x lland 814 x 14. 


a eee _ wea ES 7 
PAPER COMPANY 
General Sales Offices: 20 N. WACKER DRIVE, CHICAGO 6, ILLINOIS 
MILL AT ALPENA, MICHIGAN 
For More Information Circle No. 428 
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~The Compact Electric by Smith-Corona Marchant: $249 
=] ofo)0) an dal—ms eo) sglei-me)m-maal-lalel-|—) 


HM No need to buy a manual office typewriter 
— when you really want an electric. Now there 
is a full-powered electric for about the same 
price as a. manual. 
M@’This is the new SmithCorona Marchant 
Compact 208—world’s only compact electric. 
And it’s full-featured, too. For example: 

H A 12-inch carriage and 88-character key- 
board give you more work capacity than 90% 
of all typewriters in use. It has an automatic 
Carriage return, an automatic repeating space 
bar, dash, underline, dot, cross-out key. 











@ There is no waste space inside the Com- 
pact 200. American engineering has squeezed 
it all out. The result is a remarkably strong, 
precision-built machine. Another result is a 
remarkably low price: $249 (about half the 
price of ordinary electrics). rt 

@ The Compact 200 comes in three hand- 
some decorator colors and over thirty crisp 
type styles. 

HB So forget about manual machines. Ask:to 
see the new SCM Compact 200. Or, if you like, 


order now. -A coupon is on the opposite page. . 


*Plus tax 











Is/c/n SMITH -CORONA MARCHANT 


410 Park Avenue, New York 22, N.Y 








with brackets for wall mounting if de- 


sired. It operates on dual voltage 12/110, | 
DC or AC by a simple switch of plugs | 
which are furnished. A freon filled foam | 


insulation is used to increase 


interior | 


capacity and reduce overall size. The insu- | 
lation requires less wall thickness and pro- | 
vides maximum usable storage space. Has | 


no moving parts and operates without 
noise. Thermostatically controlled for 
economy. Dimensions are: 20%” high x 
191%” wide x 21” deep. Weight is 54 lbs. 
For More Information Circle No. 164. — 


PAYROLL TAX COMPUTER 


Graphic Calculator Co., 633 S. Plym- 
outh Court, Chicago 5, Ill., offers an inex- 
pensive aid for quick computation of FICA 
(social security) tax and federal withhold- 
ing taxes. Changes in 1962 tax rates, in- 
creased wage scales, and additional exemp- 
tions are incorporated in 1962 Wage- 
Master Tax Finding Boards. The 9” x 13” 
board consists of a practically indestructi- 
ble plastic frame which holds easy-to- 
read tax tables on both sides. Users have 


choice of pay periods: weekly, bi-weekly, 
semimonthly or monthly. Also two-deduc- 
tion tables which list FICA and with- 
holding taxes separately or one-deduction 


tables to save postings by combining FICA | 
and federal withholding taxes into one | 
figure. Table contains two sections (side- | 
by-side) for incomes up to $4800 and | 


incomes exceeding $4800. Tilt-proof plas- 
tic slides line up columns for quick, accu- 
rate reading. Clear plastic sheets protect 
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IN ONLY SIX MINUTES: 
THE MOST CONVINCING 
(AND SURPRISING) 
TYPEWRITER DEMON- 
STRATION YOU HAVE 
EVER SEEN! 


We'd like six minutes—no more— 
to show you the Compact 200. Just 
tell us which day you’ll be free. Or 
send in your order now. 


- 


| 
| 
, SMITH -CORONA MARCHANT 


410 Park Avenue, New York 22, N. Y. 


‘jI’'d like to see your six-minute 


demonstration at 





| 





eee 


typewriter(s). 





a EE 





COMPANY___ 





ADDRESS__ 





| 
| 
| 
| 
| 
7 new Smith-Corona Compact 200 
| 
| 
| 
| 
| 
| 


nities iiss TATE 


i 


For More Information Circle No. 387 





waste paper 
space saver.. 





tax tables. Boards fit easily into a desk 


| drawer and occupy small space when in use. 
| A ruled blank form for entry of state in- 


come tax figures slides out from beneath 
printed tax table for easy reference. Fig- 
ures can be transferred from state in- 
come forms to Wage-Master blank in less 
than 30 minutes. Each Wage-Master re- 
tails for $12.95 with money-back guaran- 
tee. For brochure, Circle No. 157. 


MACHINE STANDS 


Luxco, Inc., LaCrosse, Wis., announces 
contemporary design and budget prices 
in two Luxco office machine stands. Both 


the Luxco B100 and BIOOE offer a 30% 


Rubbermaid 
SLIM JIM WASTEBASKET 


big capacity takes little room 


Between desks, on wall, in wash- 
room—all small space, large waste 
needs. Unbreakable plastic, rustand 
dent-proof. Noiseless, sanitary, easy 
to clean—no dirt-catching corners or 
seams (steam cleanable). Takes wet 
or dry waste—even cola drippage. 
Makes economical buy for attractive 
long service. 


20” x 10” x 30” high : grey or white 


ASK YOUR Rubbermaid 


SUPPLIER 


OR WRITE— RUBBERMAID INC. COMMERCIAL DIV 


WOOSTER, OHIO « COOKSVILLE, ONT. 


For More Information Circle No. 232 


improvement in leg room. The leaf design 
offers greater strength and ease of opera- 
tion. Equipped with 2” easy roll casters. 
Available in gray and desert sage, electro- 
statically applied sprayed enamel. Model 
B100E has retractable casters. For More 
Information Circle No. 174. 


BALLPEN COPYING REFILLS 


Eberhard Faber Pen & Pencil Co., 
Crestwood, Wilkes-Barre, Pa., offers 
Noblot refill reproducing cartridges 756 
red and 759 black. The specially formu- 
lated inks will reproduce on office copying 
machines including diazo, photocopy, 
Verifax, Thermo-Fax, xerographic and 
offset processes. Refills are interchangeable 
on the 75 line of regular Noblot points and 
the 55 line of Thinrite points. Every 
cartridge is stamped with stock number 
and ink color for convenient reordering. 
Writing tip is protected by plastic cover 
matching in color. Retail price is 25c. 
For More Information Circle No. 125. 
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Touch 


a button: 
..get 


INSTANT 


Records, facts, figures—any in- 
formation is available in seconds 
at the touch of a button with 3M 
Microfilm Products. 3M makes it 
so easy to put the magic of micro- 
film to work cutting the costs of 
paperwork—speeding business 
communications—saving valu- 
able space—in short, making film- 
work easier, faster, less costly 
than paperwork. Find out now 
how you can put microfilm to work 
—get instant information—with 


3M MICROFILM 
gan PRODUCTS 


Miwnesora (imine ano E> 


Miawvracturing company 
+ WHERE RESEARCH 15 THE KEY TO TOMORROW 


ST. PAUL 6, MINN. 


r 
| 
| 
| 
| 
| 


| City 


INFORMATION! 


with 8M Microfilm Products 


BRANO 


x 


om 


TAKE A LOOK 
at the enlarged micro- 
filmed information on 
the bright screen of the 
THERMO-FAX “Filmac’’ 
Reader-Printer. Touch 
a button and... 


TAKE A COPY 


in seconds of any in- 
formation you want in 
8% x ll inch size. The 
‘‘Filmac’’ Reader- 
Printer gives you an 
exact, clean copy. 


“4 
MINNESOTA MINING AND MANUFACTURING COMPANY | 
DEPT. FBC-I1!, ST. PAUL 6, MINNESOTA 


Please send me facts about how | can get Instant Informa- | 


tion with 3M Microfilm Products. 


Name 





Title 





Company 





Address 








For More Information Circle No. 423 
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DESKS 

Bentson Mfg. Co., Au- 
rora, Ill., offers its Signature 
group which includes double 
and single pedestal executive 
desks with or without over- 
hang tops and a variety of 
drawer arrangements. L- 
shaped layouts can _ be 
formed from a wide selec- 
tion of modular units: letter, 
legal and storage cabinets in 
desk or typing heights, with 
continuous tops. Modular units also may 
be assembled as separate credenzas. Desk 
end panels are flush with the columnar, 
satin-finish aluminum legs. Rear panels 
form a single, flat surface without a 


pedestal break. Tops are laminated plastic, 
self edged and bonded to steel. Drawer 
pulls match aluminum legs. For illustrated 
literature and special price list, Circle No. 
118. 


DATA PROCESSING PIN FEED LABELS 


Pee Cee Tape & Label Co., 521 N. 
LaBrea, Los Angeles 36, Calif., introduces 
a pressure sensitive pin feed label (avail- 
able in rolls or fan folded), which with- 
stands maximum speeds of data processing 
machines without breaking, tearing or 





ripping. Made of a special durable mate- 
rial, labels are guaranteed not to chip, 
break, crack, tear or crumble; labels are 
able to resist strain in meeting the de- 
mands of the high-speed data processing 
equipment. For samples, Circle No. 121. 


How to Keep Track of Every Key 


TELKEE KEY CONTROL 


$73.90 Complete 


(75 capacity) 


fetes) p. 


TELKEE simplicity tags and num- 
bers keys, in order. Visible index 
identifies keys by lock location, 
number, description. 


TELKEE convenience shows all 
keys at a glance. Locates loaned 
or assigned keys instantly. Saves 
time, saves money. TELKEE se- 
curity provides complete continu- 
ous record of all keys issued. Key 
identities known only to author- 
ized personnel. 


Available in 10 models. 33 capac- 
ities from 21 to 2240. Compact 
cabinet of fine furniture steel, tens 
of thousands in use in offices, in- 
dustrial plants, hotels, stores, 
schools, hospitals, and public 
buildings, large and small, in USA, 
Canada, and overseas. 


FREE 16 page booklet. No obli- 
gation. Write for your copy today. 


0. MOORE, INC. cten rivvie 62, Pa 


For More Information Circle No. 241 
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SHELF FILING? 
DROP FILING? 
BOTH IN 


OLL OUT & Onserv-a-File 


ve 


® 


by SUPREME 


A new dimension in 
Vertical Filing Systems. 
it rolls out in less than 
half the distance needed 
for drawer files. Yet 
lets you see and reach 
every record. From the 
front, from the 
side, from the top! 
Doesn’t waste space. 
Better than a drawer! 





Now your clerks drop file. 
Fast! Now transfer your old 
records, Fast! Without new 
folders, without addressing 
new side tabs. Simply! 








Now you profit from high 
activity filing ... and the 

50 per cent (and more) floor 
space saving that Conserv-a- 
file gives you! Remember — 
just one 7-tier Conserv-a-file 
equals 92 drawers in 
conventional filing cabinets! 


Available in a 
variety of models. 
Shipped set up. 
(Knocked down 
units on special 
order only.) 


*Patents Pending 


# = SUPREME STEEL EQUIPMENT CoP 


é 50th St. & Second Avenue — Brooklyn 32, N. Y. 


opyrignt 1961, Supreme Stee! Equipment Corp For More Information Circle No, 394 





Another New fAULTLEs, Development... 


Nylon Post FLAT-TOP Binders 


With a flick of the finger, FAULTLESS’ 
sturdy Nylon Posts are easily and quickly 
secured by two simple retaining devices. 
Gone is the nuisance of complicated levers, 
clumsy gadgets, and awkward slides, com- 


mon in ordinary binders, 


These tab form binders are quality-made of heavy, first-grade virgin vinyl! plastic, elec- 
tronically heat sealed. Stiff cover construction. Seafoam Green, French Calf Finish. 


Keep Simplified Efficiency 
at your finger-tips... 


You can judge a book by its cover 
— that is, if it happens to be the 
revolutionary new Faultless de- 
velopment . . . the Nylon Post 
Flat-Top Binder! What makes 
this tab form binder so different, 
so much better, so much easier 
to operate? Basically, the unique 
manner in which the Nylon Posts 
are held in place. Notice how 
two nickel-plated retainers grip 
the posts, holding them perfectly 


flat against the inside cover. 

We call these features and the 
many advantages they offer, 
Simplified Efficiency. So will you! 
For actually, it takes but a mo- 
ment of using the new Faultless 
Nylon Post Flat-Top Binders to 
fully appreciate their very prac- 
tical design, their completely su- 
perior record-keeping capacities 
and capabilities. 

The attractively priced line is 


complete in a wide range of sizes 
and types, for burst forms; and 
in olive canvas binding for un- 
burst marginal punched forms. 
Invest in the best — buy 
FAULTLESS! 

Phone your Faultiess 
Office Supply Dealer... Now! 
STATIONERS LOOSE LEAF CO. 
246 East Chicago Street. 
Milwaukee !. Wisconsin. 


114-116 East 13th Street. 
New York 3. New York 


FAULTLESg ... Your assurance of superior features and foremost quality 


For More Information Circle No. 384 





SPIRIT MASTER MAPS 
Copy-Rite Duplicator & Supply Co., 
1201 Cortland St., Chicago 14, IIL, offers 
a 50-state outline map of the U. S. printed 


fe Ma, 


.F 
| 
% of 
Nile ™ 


through on a Copy-Rite spirit master. 
The map is uncluttered with non-suitable 
legend, and is ready for the user to insert 
whatever data he wants duplicated. Maps 
can be used by both schools and offices. 
Available in boxes of 100. For More In- 
formation Circle No. 172, 


INSULATED FILES 


Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 7, Ohio, has eliminated stack- 
locks from a line of standard Hercules D 
label one-hour insulated files and lowered 
prices. Both legal and letter sizes, with 
two, three and four drawers, are available. 
The stack-lock was eliminated without im- 
pairing the file’s fire-resistiveness. Each 
drawer has a T-shaped handle with two 
spring-loaded locking bolts to secure the 
drawer head. Optional at small extra cost 





COMPUTER 


RIBBONS 


RE-INKED 
1403 Chain Printer 
Univac * RCA 50! 


PRICES ON REQUEST 


H. M. STORMS COMPANY 


561 Grand Avenue, Brooklyn 38, N. Y. 











For More Information Circle No. 280 
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| 


STORE’EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER 


CHECK 
SIZE 


SIZE 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


* 
| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| () Please send me your latest Pronto catalog. 
(J Have your representative call for demonstration. 


| Name 
| Address. 
| City. 








Zone. State. 





dank demattntin imei amend 


5 
SC bit fbr tt) See) | bed 
For More Information Circle No, 283 





MICROFILM 
ENLARGEMENTS 


COMPLETELY FINISHED 


IN 20 SECONDS 


The Incredible 


MICRO-MATE 


--e MOST VERSATILE 
READER-PRINTER, WALL 
PROJECTOR, CONTACT 
PRINTER EVER MADE! 


An instantaneous, Low Cost Photographic 
Process, With Unbelievable Quality! 
For Aperture Cards, or Roll 16-35-70 MM. 


Special High Speed Glossy, Matte, or Trans- 
lucent Paper Stocks For Every Engineering 
and Diazo Use! 

So Simple To Operate! No Darkroom Needed! 


Availabie in Two Sizes: 
Up to 18” x 24”... . $695.00 
Up to 814"x 14"... . $395.00 


Write or Phone Today for Complete 
Details Dept. N-4 


Burton Mount Corp- 
Exclusive US Distributor 
ONE COMMERCIAL AVENUE 
GARDEN CITY, NEW YORK 
Pioneer 1-7770 


For More Information Circle No. 316 


is a keylock in the handle which permits 
drawers to be locked individually. The 


| standard line of Hercules D label insulated 
| files with stack-locks wili be maintained. 
| Both files carry Underwriters’ Laboratories 
| and Safe Manufacturers National Assn. D 


label. For More Information Circle No. 


mite 


STORAGE FILES 


Bankers & Merchants, Inc., 4410 N. 
Ravenswood Ave., Chicago 40, IIl., offers 
a storage box that has a totally flat bottom, 
making stacking and handling easier. A 
pressure sensitized tape on both flaps 


keeps out dust seepage and lends added 
strength. Pressure sensitized tape sealing 
eliminates moistening tape for closure. 
Tie strings are discarded in favor of a 
snap fastener. To facilitate the flat-laying 
feature and add rigidity, the Faymus Stor- 
age Box has a metal strip reinforcement 
on top which flattens the surface, pre- 
vents exposed edges from dog-earing, acts 
as a slide for easy stacking, and permits 
easy removal from a stack. Two, six or 
12 storage boxes are packed in a cor- 
rugated carton. For More Information 
Circle No. 167. 


TELEPHONE INDEXES 
Autopoint Co. Div., Cory Corp., 3200 
W. Peterson Ave., Chicago 45, Ill., an- 
nounces two telephone list finders. Auto- 
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Here is a machine that is really ideal 
for every office. Quality built all the way 
through—with exclusive features you 
wouldn’t dream of finding at such a low 
price. Turns out copies equal in every 
respect to those produced on expensive 
high-speed, heavy production duplica- 
tors. Handles all types of duplicating 
stock from post card size on up to 942x15 
(printing area: 84% x 13%) including 
your office forms and direct mail. And— 
you can make fast color changes at no 


Everything for 
stencil duplicating 


MILO HARDING COMPANY 
Established 1904 
Monterey Park, California 
Los Angeles Pittsburgh e San Francisco 
Washington, D.C. ¢ Mexico D.F. and dealers everywhere 
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Ow 


The lowest-pr 

dual cylinder 

paste ink duplicator 
with built-in 

inking system 


... without doubt, 
today’s biggest value 
in stencil 
duplicators 


additional cost. Amazingly simple to 
operate—and clean to use because it uses 
paste ink. Geha’s sturdy construction 
means years of trouble-free perform- 
ance. Fully guaranteed. 


Free Demonstration Offer 
Arrange now for a free demonstration 
of the Geha Comet in your own office 
without obligation. Pin this coupon to 
your letterhead and mail today. 


MILO HARDING CO. 
201 Tempo Bldg., Monterey Park, Calif. 


| [] Please arrange demonstration 
[] Send Geha Comet literature 


NAME 
COMPANY 
ADDRESS 











STATE 
©1960, MILO HARDING COMPANY 








Shown on 
Model E-15R 
Harter Chair 


| point 301 features instant one-finder 
| writer” 
| beneath 
| for 





DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 











Covercraft 
Company, Inc. 
GOSHEN, INDIANA 


For More Information Circle No. 275 


sORT-()-FILE 


Reg. U.S. Pat. Off. 
SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand- -sorting of cards, 


checks, letters, invoices, orders, 
a business forms or public docu- 
= ments. For collating on the 
new Col-A-Tron. Write for 
illustrated circulars. 





Since 1946 Representatives everywhere. 


Associated Industrial Designers 


P.O. Box 39652, Los Angeles 39, California 
Plant: 1250 East Sixth Street 











Warehouse: New York, Chicago 





For More Information Circle No. 325 
228 


“type- 
action and a 100-sheet memo pad 
index cards. Made of Bakelite 
long, trouble-free wear, in walnut, 


jet black and charcoal gray to retail for 
$6.95. Princess Autopoint 307 with Select- 
o-matic release bar has no mechanism to 
get out of order, takes 4” of deskspace, 
and has room for 650 entries. It is avail- 
able in brown, black, gray and ivory, and 
retails for $2.50. For More Information 
Circle No. 144. 


MAINTENANCE LABELS 


Market Forge Co., Everett 49, Mass., 
announces a plastic package of five labels 
with self-adhesive backing for labeling 
cleaning equipment, solutions and supplies. 
Labels printed Disinfectant, Solution-Strip, 


WOH WMA WS IKE 


Rinse, Pick-Up and Wax, are 6%” x 1%” 
in silver aluminum foil embossed in bright 
green for easy visibility. The labels are 


| also used on Market Forge’s Tri-step wet 


mopping system for reducing labor costs 
and solution contamination; and obtaining 
cleaner floors. For More Information 
Circle No. 132. 
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If you are still using Pen and Ink Bookkeeping 
methods, here is an unprecedented no cost, no 
obligation opportunity to post Accounts Receiv- 
able FREE for thirty days on the compact, inexpen- 
sive Monroe President. Discover exactly how much 
money this accounting machine can save you... 
without spending a penny. 

We are so certain that the Monroe President can cut 
your accounting costs that we are willing to make this 
unprecedented offer: 

Use the Monroe President to post Accounts Receiv- 
able—for thirty days—at no cost or obligation whatso- 
ever. Free of charge, Monroe will supply the machine, 
the forms, the instruction necessary to transfer bal- 
ances. Your operator can go on from there without a 
hitch. At the end of the month, decide whether or 





» 
money. If so, keep it. We'll simply bill 
A you its low purchase price. If not, call us. 
a We'll pick it up and thank you for trying it. 
Take advantage of this offer today. Simply fill in, tear 
out, and mail this coupon to us. 


? 


not the President can save you 


MONROE ii 


Gentiemen: 0-11 
Please deliver the Ménroe President to my office for a FREE 
thirty-day trial. You understand, of course, that | assume no 
obligation to purchase nor to pay for the use of the machine. 
Name. 


Title, 











Company. 
City State. 

















GENERAL OFFICES: ORANGE, NEW JERSEY, A DIVISION OF LITTON INDUSTRIES + SALES AND SERVICE THROUGHOUT THE WORLD. 


For More Information Circle No. 405 
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BRIEFCASE 


Stein Bros. Mfg. Co., 1401 W. Jackson 
Blvd., Chicago 7, IIl., offers an executive 
portfolio with high fashion styling. The 
| case features a ratchet lock which expands 
| to permit greater capacity without increas- 


Sey ONNICH VALRT 





Problem in Offices 


and Waiting Rooms 
These efficient VALET | 
Racks keep wraps off wait- 
ing room chairs, aired, 
dry and in press. Hold 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 


ing size of portfolio. It has a large expand- 
ing center pocket, extra slanted front 
pocket and instant-access outside rear 
pocket. Stebco 2-C series is available in 
top grain cowhide or Tufide. For More 
Information Circle No. 124. 


PEN & PENCIL SETS 
Parker Pen Co., Janesville, Wis., an- 


: | 
Answer the Wraps | 
| 


ae FF" 
eA 


230 





Valet costumer accommodates 
6 people—ends piling of gar- 
ments on others. Will not tip 
over, Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel. Smart in mod- 

ern baked enamel fin- 

ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 

Write for Bulletin OV-10 


For More Information Circle No. 296 





nounces a series of three-piece Presenta- 
tion sets for its 45 pen line made up of 
the convertible 45 pen, matching mechani- 
cal pencil, and matching T-Ball Jotter 
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wite ROL* DEX jou cce ECONOMY! 


because: 


pr More Information 
Circle No. 461 








records ROLL to the seated clerk 

all records are immediately accessible 
better control; easier supervision 

random reference is no problem 

no waiting for hidden, motor-driven trays 


fewer personnel can handle large volumes 

of records 
find out about all the other advantages of 
Rol-Dex equipment. It’s built to fit your system, 
your form size, your volume, your space, your 
expansion plans. 


Sat gl aoa cal See Gama aaah anes 


> WATSON MANUFACTURING COMPANY, INC. 
Rol-Dex Division, Dept. O-11, Jamestown, New York 


Please send literature on Rol-Dex record handling equipment. 
Name 

Firm 

Street 

City . 





different models of 
Chandler & Price Paper Cutters 


MEET ANY NEED OF EVERY PRINTER 
OR DUPLICATOR OPERATOR 


Spacing 
Equipment 


Manual 
and 
Automatic 
for power 


utters 
hand-clomp Be 


automatic a, oe 


power cutters 


hand-clamp 
automatic 
power cutter 








For small-shop equipment, for auxiliary equipment, or 
for production cutting of large runs, there’s a Chandler 
& Price Paper Cutter which can meet your requirements. 


If you want a large cutter, Chandler & Price has it 
in the C&P 37-inch hydraulic clamp full automatic 
machine. 


For long runs of repetitive cutting on ledger cards, 
statements, checks, forms, indexes and letterheads, 
power cutters equipped with manual or automatic 
spacing devices do the work easily, speedily, ac- 
curately and economically. 


For auxiliary equipment and for general office use 
the 26-inch Craftsman lever cutter or the C&P small 
bench cutter provide the same cutting accuracy, 
rigidity and dependability of larger sizes but are 
suited for smaller operations where volume of cutting 
does not demand a larger machine. 


Give us an idea of your paper cutting require- 
ments and we will gladly send details of the C&P 
cutter which will meet your needs. 


“Cut Your Cutting Costs with a C&P Cutter” 


Iustrated is C&P 23” full hydraulic automatic cutter. 


THE CHANDLER AND PRICE COMPANY ‘25% 


For More Information Circle No. 442 





ballpen. The 45 Jotters are also available 
individually. Presentation sets start at 
$11.40, standard set models have Lustraloy 
caps and barrels of black, red, gray, light 
blue, green or blue. The 45 Jotter is $2.45 
when purchased from open stock. Flighter 
set at $15.90 has satin finished stainless 
steel cap and barrel. Flighter 45 Jotter is 
$2.95. Custom set at $18.75 has gold cap 
and barrels in six colors. Custom 45 Jot- 
ter is $4. Insignia set at $25.50 has gold 
cap and gold barrel; matching Jotter is 
$6.75. The 95c converter will be included 
free. For More Information Circle No. 
160. 


CASH SATCHEL 


Can-Pro Corp., Fond du Lac, Wis., 
announces that leather trim and reinforc- scrapes. Bag can be padlocked for extra 
ing add extra strength and longer life to security. Three sizes are available. For 
its Cash Satchel. The body is treated 24 prices and literature, Circle No. 140. 


oz. .water-repellent canvas, Steel frame 
with leather covering opens wide for easy LETTER OPENER 


“ 


access. Double riveting secures leather Acme Shear Co., Bridgeport 1, Conn., 
handles and straps to the bag. Metal bell makes a forged steel 9” Kleencut Letter 
studs protect bottom from scuffs and —— which retails at 25c. No. X291 








Miller-Trojan “WORK-and-TURN” Plate Maker 


LOAD 


Top assembly is a ruggedly built vacuum frame. 
Raise counter-balanced frame lid and load work in 
conventional manner with vacuum frame in_hori- 
zontal position. After loading, close lid and lock 


TURN 


Next, pull release knob and turn vacuum frame 
through a 180-degree angle until it locks in position 
with work facing downward. Vacuum frame pivots 
easily on heavy bearings. 


EXPOSE 


Set timer for desired exposure. Automatically con- 
trolled carbon are with reflector, located within the 
cabinet, provides efficient, fast exposure. 


4 STANDARD SIZES 


Save on initial cost in comparison with a separate 

arc lamp and vacuum frame. Save also on time 

and space. Eliminate objectionable are lamp glare. 

The Miller-Trojan ‘‘Work-and-Turn’”’ plate maker is 
built in four standard sizes: 17” x 24”, 21” x 26”, 28” x 
32”, and 30” x 40”. Write today for taletmaion and prices. 


MILLER-TROJAN COMPANY, INC. ¢ TROY, OHIO 


For More Information Circle No. 290 
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has a flat handle, No. X292 an offset 
handle for easier pickup. They are nickel 
plated, balanced, lightweight and com- 


“OFFICE” — 


fortable to hold. There is a hole on top 
for hanging; 4%” markings on handle for 
quick measuring; slender, tapered blade; 
fine tip for easy insertion. For More In- 
formation Circle No. 162. 


BALLPOINT PENS 


Venus Pen & Pencil Corp., 50 West 
44th St., New York 36, N. Y., announces 
the Retractable Ball Pen-cil with yellow 
pencil-shaped plastic barrel with black 
pin-stripes and end-bands in black, blue, 

red or green to 
| match the four 
available ink col- 
ors. The slim, 
lightweight ballpen 


CONVEYOR "== 
: tapered tip and 
ce ‘ ee : Fae s : 


A NEW CONCEPT 


rhutomatiou 





IN 











A versatile and | 


flexible office conveyor 

: designed for handling of | 
departmental and i 

work movements. This unit moves | ~ 

individual forms and documents at — 

. any speed to meet specific flow requiremenis. _ 

lives engaged in time study, methods, systems — 
lures are invited to write for Bulletin No. 500. 


ERCURY INDUSTRIES, INC. 
365 BROADWAY * HILLSDALE, N. J 


the new Venus 
emblem. Replace- 
able Camel ink 
cartridges have 
Chromspun ball. 
For More Infor- 
mation Circle No. 
142. 





NORTH 
4-2636 








For More Information Circle No. 233 
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From price sheets to annual reports... 


Almost any job costs less 
with an ALKOTE PLATE 


Fine halftones, bold reverses and 
solids, line copy, or combinations 
—an Alkote plate will handle al- 
most any offset job and do it well. 

Economically, too, Alkotes have 
two usable sides, and cost less than 
many other plates. Their wide ex- 
posure latitude makes it easy to 


Manufacturers of Graphic Arts Supplies 


POLYCHROME 


CORPORATION 


2 Ashburton Avenue, YX 
Yonkers, New York 


get sharp, clean images every time. 

Alkote’s durable image will give 
you long runs with highest quality 
results, and more usable sheets at 
the end of the day. 

For more information and also 
a handy Offset Paper Reference 
Guide, send in the coupon today. 


Please send me information about Alkote plates and 
my free Offset Paper Reference Guide. G14 


size offset presses 


For More Information Circle No. 416 
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Planned paperwork doesn’t begin in the 
office where source records are translated 
into more complex documents. Instead, it 
begins where source data are created—on 
the factory floor, at the retail counter, in a 
sales office. It begins by collecting source 
data in such a way that subsequent process- 
ing is made simpler and produces more in- 
formation for management. Only Standard 
Register offers all major methods of captur- 
ing data right at the source. Check into 
these various methods. What may now be 
a neglected area in your paperwork plan- 
ning can become the source of added 
management control. 


Business Forms and Forms Handling © 
Equipment for Paperwork Simplification 7 


STANDARD REGISTER 
BUSINESS FORMS 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
For More Information Circle No. 386 
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SPRAY ADHESIVE 
Krylon, Inc., Norristown, Pa., announces 
Krylon spray adhesive that makes sur- 
pressure-sensitive for mounting 


paper, foil or fabric to smooth surfaces. It 
| is quick drying, water-resistant and does 























not wrinkle the surface. Items which have 
been made pressure-sensitive can be lifted 


| and repositioned for several hours after 


application. Thereafter, adhesion forms a 


| positive bond. May be used for mounting 
| artwork, paste-ups, posters, and charts; 


sealing envelopes and packages. Available 


| in a 16-0z. spray can at $1.95 and 6-oz. 


| ton St., 


size at 98c. For More Information Circle 


| No. 113. 


PENCILS 


Gardner Stamp Co., 166 S. Washing- 
Wilkes-Barre, Pa., presents its 
improved Briarbrook pencil, precision 
milled and manufactured with patented 
Lockbond lead that provides a sharp point 
for longer periods, makes sharpening less 


| frequent. Lockbond is accomplished by 


| sandblasting leads before they are fitted 


| into wood slats. 


Slats are coated with 
extra strong glue, leads placed in groove, 
wood clamped together under extreme 
pressure until thoroughly dry, for an un- 
breakable bond so lead cannot loosen nor 
easily break. Leads are grit free. Available 
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AT 5 P.M. a reduced-scale offset duplicating mas- 
ter of Sunkist’s teletyped market reports is com- 
pleted with Kodak Ektalith Processor, Model 20, 
(shown above) and process camera. 


NEXT MORNING offset copies produced from 
Ektalith-made master are in hands of Sunkist 
packing house managers, and other field and 
district men. 


Sunkist cuts offset duplicating time and 
costs 50% with Kodak Ektalith Method! 


Being able to make a high-quality offset 
paper plate in 112 minutes helps speed 
communications on many jobs at Sunkist 
Growers, Inc., Los Angeles. 


Each day Sunkist sales offices throughout 
the United States and Canada send a 
stream of teletypes to Headquarters giving 
local market conditions. 

It’s important that the day’s round-up 
of these teletypes go post-haste to Sunkist 
packing house managers, field inspectors, 
district exchange offices and executive 
staff at Headquarters. 


KODA K 


ita li t i ) .. -puts you ahead in offset duplicating 


No problems! It’s just another routine job 
with the Kodak Ektalith Method. In three 
simple steps: Expose... process . . . transfer 

. a 60% reduced-scale offset master is 
made from a paste-up of teletyped data. 
The time. . . just 144 minutes! 


New free booklet shows in detail how 
you, too, can save with 
Kodak Ektalith Method. 
Write Eastman Kodak 
Company, Photo Repro- 
duction Products Divi- 
sion, Rochester 4, N. Y. 


Sdalk 


TRADE MARK 


For More Information Circle No. 440 
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ee Write for your ‘FREE 
rr 











sheet 
protector 


VULAR,® 

a TERAFILM® plastic sheet 
made of EASTMAN KODAK’S 
new TENITE® polyester. 


Vular is the newest, clearest, strongest, sheet protector in five years. When you 
get your sample look through it...see how remarkably clear it is. See how strong 
it is. See how it resists scratching. You'll find Vular Protectors are best for pro- 
tecting sales literature and important documents from soiling and tearing. 

Write today for your FREE sample of Vular and complete details. 
AMERICAN KLEER-Vu Ptastics, INC., Division of Kleer-Vu Industries, Inc. 


76 Madison Avenue, New York 16, N. Y. ORegon 9-5900 Keel RW) 


For More Information Circle No, 441 
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in three special degrees: 166S for offset 
and general office work; 166M for general 
writing, medium point; 166F for account- 
ants, bankers, bookkeepers, visible rec- 
ords, etc. Price f. 0. b. above, 49c a doz. 
$2.90 a %-gross, $5.40 a gross. For a 
sample pencil, your choice of degree, send 
10c to above address. 


COPYING MACHINES 


American Dictating Machine Co., 51 
West 45th St., New York 36, N. Y., 
announces that its Printess and Planocop 


copying machines have been made auto- | 


matic, eliminating developer fluid mixing. 


Both machines have built-in mechanisms | 


for developer-solution cartridges. Pull 
lever and fluid flows into tank; release 
lever and fluid returns to cartridge which 
is. easily, quickly replaced. Now available 
in both Printess Rotary 9” and 14” and 
Planocop Flatbed 9” and 14” machines. 
For More Information Circle No. 105. 


CHAIR CONTROL 


Seng Co., 1450 N. Dayton St., Chicago | 


22, Ill., announces an addition to its chair 
action controls, Verti-Spring, with a main 
body only 3” high. By using this develop- 
ment, office chair manufacturers can 
effectively conceal operating mechanism 
under chair seat, eliminating obtrusive 
wheel or handle that governs tension ad- 
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Make Your 
DUPLICATOR OPERATION 


COMPLETE 





with a 


Challenge® 
PAPER DRILL 


To speed production and eliminate 
“outside expense” on loose-leaf 


forms . . . do your own drilling, 
slotting and cornering—all on one 
machine! Much faster than punching. 
Drills 2 inches of stock in seconds! 


Challenge offers a full line of drill- 
ing machines and attachments for 
every need. Foot power model 
(shown above) leaves both hands 
free for handling stock. Table model 
also available. For more complete 
information, see your 

local Challenge 

equipment dealer or 

write today. 


The Challenge Machinery Co. 
GRAND HAVEN, MICHIGAN 
World’s Largest Manufacturer of 

Paper Drilling Machines. 
For More Information Circle No. 373 
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justments on chair back. Adaptable to 
stenographic and junior executive posture 
chairs, mechanism can be used with single 
or double post chair back construction. 


Vertical spring is well contained within 
the mechanism to blend with slim line 
silhouette. Made of heavy-gauge steel, 
control has bushings, pivot cup and thrust 
bearings of nylon for silent operation. For 
More Information Circle No. 114. 


MAGNETIC PAPER CLIP 


Ullman Devices Corp., Box 398, Ridge- 
field, Conn., announces the Magnetic 
Quick Clip which combines a powerful 


permanent magnet and heavy duty spring- 
steel paper holder that attaches instantly 
and securely. It holds a quantity of papers 
neatly, and they are easily accessible for 
reference. The Magnetic Quick Clip is 
finished in antique copper or brass, and 
available on individual or dozen display 
boards. For illustrated literature, Circle 
No. 106. 


BINDER LABELS 


Avery Label Co., 1616 S. California 
Ave., Monrovia, Calif., announces a per- 
manent label for identifying binders, 
ledgers, etc. Binder Labels are easy to 
write or type. They stick to leather, fabric, 
cardboard, plastic and other surfaces with- 
out moistening or gluing; adhere on con- 


tast with fingertip pressure. Fabric backed 


with pressure-sensitive adhesive grips 
curved as well as flat surfaces. Available 
in two sizes: 1%” x 2” with rounded 
corners, packaged 81 per carton; and 5%4” 
x 1%” which can be used full size or cut 
to desired size and shape, packaged 20 
per box. Cost is 85c per box. For More 
Information Circle No. 126. 


BLACK SPIRIT MASTER 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., introduces CBP Black for 
producing black sharp copies on spirit 
duplicating machines. CBP Black is a 


For More Information Circle No, 180—» 








“Why new Champion Bond?” 


New Champion® Bond was developed through Champion Papers research for one 
purpose: to offer a combination of printing-typing qualities never before contained 
in a single bond. It has lived up to expectations so well that we've let it tell its own 
story throughout the preceding pages of this magazine. Available in white and 
eight new colors... 13, 16 and 20 lb. weights... new Champion Bond is priced 
and classified as a number four bond. Call in your Champion Papers merchant 
or your printer for a complete demonstration. Discover how misleading the 
term “number four bond” can be when it applies to a paper as fine as this. 


CHELAMOUPION IPAPIERS 


Knightsbridge /Hamilton, Ohio 








This is 20 lb. Champion Bond 





combination of dyes and paper made 
especially for preparation of copy by type- 
writer, printing press, EDP printers and 
automated machines. It will provide 100 
black copies and is clean. Can be used on 
any spirit duplicator using regular paper 
and fluid. For More Information Circle 
No. 187. 


TYPEWRITER RIBBON FABRIC 


Standard Products Corp., 21 West 18th 
St.. New York 11, N. Y., introduces 
Featherlite Nylon 1270 typewriter ribbon 
fabric, only .0018” thick, less than half- 
that of the sheerest nylon hose. It is pos- 
sible to have 42 yds. on an IBM spool, 


y 


30 yds. on others. Produces sharp print- 
ing quality and is so light, yet strong, it 
can take the impact of over 6 million 
characters on a 42-yd. ribbon without 
cutting, chopping or fraying, long after 
the ink has been used. 
nification of Featherlite character defini- 
tion. For More Information Circle No. 
182.° 


BOOK COPYHOLDER 


Lindication Ltd., Mark Road, Hemel 
Hempstead, Herts., England, announces 
that the Lindicator Directory Minerva 
copyholder is especially designed to allow 
copying from the heaviest volumes. Left 
hand and right hand pages can be copied 
with equal ease and accuracy. The volume 
can be opened at early or late pages be- 
cause the difference in thickness caused by 
folding the spine at different places in the 


<—For More Information Circle No. 180 


Photo shows mag-* 


book is taken up by the readily adjustable 
line indicator which is also a magnifier 
for small type. The company also manu- 


factures Lindicator copyholders for elec- 
tric typewriters, teleprinters, accounting 
machines, punched card equipment, Creed 
payroll equipment and VariTypers. For 
More Information Circle No. 185. 


TAPE, MICROFILM SAFE 


A. M. Kuechmann, Inc., 333 N. Michi- 
gan Ave., Chicago 1, Ill., announces a 
safe for magnetic tapes and microfilms 








with a floating inner repository to protect 
against fire, moisture and steam. It gives 
maximum protection at point-of-use, elim- 
inating the need to transport magnetic 
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ATLAS 
VERTICAL FILING SYSTEMS 


PROTECT @ EFFICIENTLY FILE 
ASSURE LONGER LIFE FOR 
© Offset Plates 


© Stencils 


© Negatives 
© Artwork 


Large and Small 
Cabinets for all 
sizes and types 
of plates, neg- 
atives, stencils, 
etc. Models to 
file 50 to 1400 
items. 


Atlas Nega-Plate Hangers give extra 
protection to negatives, plates, art- 
work in permanently attached envel- 
ope-hanger units. Available for filing 
in any Atlas cabinet, old or new. 


Over twenty other 
a. sizes and styles of 
Atlas patented 
hangers also avail- 
able. Write for 
Atlas Reference 
Chart listing cor- 
rect cabinet and 
hanger for your 
requirements. 


Ie 7 mma) 


fc 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 





| | tape and microfilm to outside storage 


4 


| vaults. 
| Tape-Film Safe is surrounded by an in- 





| 1%” tape reels or approximately 
| standard 1” x 








For More Information Circle No. 279 
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Inner repository of the Data 
sulating air space on all sides, top and 
bottom; pressure locked and hermetically 
sealed. Sensitized Mylar magnetic com- 
puter tapes and acetate color microfilm 
showed no loss of data or projection qual- 
ity in reruns after storage in the safe 
during a heat-test in excess of Under- 
writers Laboratories’ standards of A- 
label safes. Has a combination lock on 
outside door and pressure locks on interior 
repository doors. Removable shelves ad- 
just at 1” intervals and slope forward for 
easy removal of tape reels. Shelves can 
have chrome-plated wire racks for stor- 
ing magnetic tape reels, drawers for micro- 
film, or various arrangements for storing 
both. Each shelf contains label holders. 
Compatible with any decor, Data Tape- 
Film Safe comes in crinkle or smooth 


| finish in computer room colors with stain- 


less steel trim. Capacity is 120 11%” x 
1150 


4” microfilm reels. For 


More Information Circle No. 179. 


SQUEEGEE VACUUM CLEANER 


Hild Floor Machine Co., 1217 W. 
Washington Bivd., Chicago 7, Ill, an- 


he 3 * 


nounces the Walk-Along squeegee vacuum 
cleaner which has a 31” squeegee to cover 
large areas efficiently, resulting in fast 
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One machine to label 
postcards and magazines? 


Yes ...and at cost-cutting high speeds up to 16,000 per hour! 
The Cheshire Model E adjusts easily to handle small postcards 
and envelopes ... middle-sized pamphlets and brochures... 
or even larger magazines, catalogs and quarterfold tabloids. 
Applies all types of labels, too (wide-strip, narrow-strip, con- 
tinuous pack form, cut or individual labels) ... whether they’re 
pre-addressed from your punched cards, plates, stencils or 
other addressing systems. Compact... and easy to operate. 

The Cheshire Model E. 


. Write for 
Cc | E Ss | i fe E descriptive brochure. 


it fete] ite] 7.ua ae) 


Dept. O-11, 1644 N. Honore Street, Chicago 22, Illinois 
For More Information Circle No. 415 
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Wait ’till you see my etchings 


N speed and systems offset duplicat- 
ing— where minutes are money and 
immediate first copies are a must— 
Colitho #365 Hi Speed Solution etches 
faster and cleaner than any 
solution yet developed. 
Whatever your plate— 
metal, paper or acetate— 
Colitho #365 delivers sharp, 
clear copies from the first 
through the entire run and 
keeps your schedule rolling 
like it’s supposed to. 


Colitho#365 works wonders 
with all inks, all models of 


duplicators—with or without automatic 
etching devices. It’s a money saver, 
too... reduces blanket glaze, retards 
ink emulsification and cuts down ink 
consumption. Try it. 
FREE DEMONSTRATION. 
See for yourself how Colitho 
#365 and the entire line of 
Colitho products can im- 
prove your offset duplica- 
ting. Write: Colitho Division, 
Columbia Ribbon & Carbon 
Mfg. Co., Inc., 901 Herb Hill 
Road, Glen Cove, N. Y. or 
Columbia Ribbon & Carbon 
Pacific Inc., Duarte, Calif. 


THE COMPLETE LINE OF OFFSET DUPLICATING PLATES AND SUPPLIES 
For More Information Circle No. 404 
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action and wide track pickup of liquid. 
Its four-caster assembly allows movement 
in any direction. The squeegee mounted 
at the rear of the caster assembly can be 
retracted for fast movement from one ared 
to another. Handle can be positioned for 
easy transportation or, raised and fastened 
into a vertical position for space-saving 
storage. Can be used for all regular 
vacuum cleaning work by attaching a full- 
size hose. Ruggedly constructed for long 
operating life. Squeegee assembly can be 
used with most 15-gal. tank vacuum 
cleaner models. For More Information 
Circle No. 178. 


MOVABLE PARTITIONS 


Simpson Timber Co., 2041 SM, Wash- 
ington Bldg., Seattle 1, Wash., announces 
a versatile movable partition system, 
Spacemaker, which enables users to spe- 
cify the finish best suited for their needs. 
Panels can be quickly erected with mini- 
mum effort and without special tools. May 











be moved and rearranged, even by un- 
trained personnel. Recently 34% miles of 
these partitions were installed at Boeing 
Airplane Co., Seattle. In most cases 
panels, including glazing, doors and hard- 
ware, are factory assembled, finished and 
packaged ready for shipping. Spring-loaded 
latches ease placement into framing mem- 
bers and assure perfect alignment. Ver- 
tical posts mount on floor pedestals de- 
signed for vertical adjustment to over- 
come uneven floors for horizontal panel 
alignment. Panels consist of hardboard 
laminated to both sides of an insulating 
board core to provide a rigid, durable, 


For More Information Circle No. 190—> 





Elegance IN AUXILIARY SEATING 
c 











Every one of your customers is a poten- 
tiai buyer of Clarin Reserve Seating. 144 
fol -Tole}e-hColmerelanl oliar-herelal- me) marie Lah mea 11-10) 
ah arelame-Ualemmarcteler-Uah'ze(-teae) ol ale) icstciacle men i=) 
Urethene. Fits perfectly with your cus- 
tomers’ decor. For sales meetings, plan- 
ning sessions and wherever auxiliary 


seating is needed. 





elamctolaalolichecmrclale mm elaeyite-leli-miahielant-tirelam- lolol thi 
Reserve Seating, write Dept. 50RS 


CLARIN 


CLARIN MANUFACTURING COMPANY 
4640 W. Harrison Street, Chicago 44, Illinois 





SPEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
CIRCULARS, 
LABELS, 

PRINTED MATTER 
AND 

THOUSANDS OF 
OTHER ITEMS 


10 TIMES 
FASTER 


with an 


AUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape packege 
tight without aaasinonts, The knot is 
slip proof. Saves time and twine. Several 
models to choose from. 


LET FELINS SOLVE 
YOUR TYING PROBLEMS. 








WRITE FOR CIRCULARS NOW 
TYING MACHINE CO. 
3351A No. 35th St. 


FELING Mitssaine tem a 


For More Information Circle No. 274 


MAILERS 
Stamp Affixer 


AFFIXES ACTUAL 
STAMPS AT 
150 PER MINUTE 
Holds roll of 500 stamps 
in many denominations 
DEALER INQUIRIES INVITED 
Request Catalog: 
MAILING MACHINES 


EQUIPMENT CO., INC. 








MAILERS 


DEPT. O, 40 W. 15th ST., N. Y. 11 


For More Information Circle No. 276 
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sandwich panel 1%” thick. Finishes in- 
clude clear polyvinylidene chloride sheet- 
ing bonded to and protecting photographic 
woodgrain finish over hardboard; multi- 
coat color in alkyd, polyester or epoxy 
enamel, or lacquer at purchaser’s choice. 
Prices vary with colors and _ finishes 
chosen. Framing members are anodized 
extruded aluminum and accommodate 
wiring and outlets. System is available 
in three types: cornice, 84” high with 
solid panels, full-glazed panels, or com- 
bination of both; bank, which is the same 
except for choice of 55”, 66” and 72” 
heights; and railing, 42” high, generally 
with solid panels. Partitions are based on 
a 4 ft. horizontal module to post centers, 
with end or column panels sized at fac- 
tory or job to building dimensions. Par- 
titions normally are provided with 6” 
space below panels for floor maintenance. 
For More Information Circle No. 183. 


BANK EQUIPMENT 


Diebold Counter Equipment Div., Die- 
bold, Inc., Hamilton, Ohio, announces its 
bank counter equipment which utilizes 


the modular principle which allows cus- 
tomizing and assembly to meet current 


| needs with ability to modify installations 


in the future without making obsolete the 
original components. Included are single 
and double pedestal counter height units, 
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Feet that must stand all day to accommodate their 
owner’s occupation put a frown on the face as surely as if 


they were directly connected. To keep a warm, welcome-customer 
smile on that face, even near closing time, the feet must 
receive proper support all day long. 


Hygienic Foot-Comfort Mats and Runners provide that support. 
They’re scientifically designed to distribute body weight, 

relieve back strain and reduce fatigue. Soft, but not 

mushy, they last for years — pay for themselves 

by increasing employee morale and efficiency. 


@ A choice of marbleized colors 


HYGIENIC to enhance your office decor 


- @ Lengths and widths for any 
- < station 
@ Smooth, easy to clean surface 
Bh CUSHIONS @ Beveled edges for safety 


and appearance. 





See your office supply dealer or write to: 


THE HYGIENIC DENTAL MANUFACTURING COMPANY 
FLOORING DIVISION, DEPT. E 
AKRON 10, OHIO 
For More Information Circle No, 222 
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apron cases, cash trays, teller busses, mo- 
bile units and accessories—over 200 in- 
terchangeable units in standard dimen- 
sions for custom-designer arrangements. 
Equipped with White Glove, a progressive- 
type suspension which employs steel ball 
bearings with nylon tires on the outer 
race. It has no metal-to-metal contact 
in its operation and requires no lubrica- 
tion. It always seats the drawer in a 
closed position. Other features include 
double wall construction for structural 
stability; built-in, easily accessible level- 
ling of each base; stainless steel hardware; 
full individual metal enclosures between 
drawers for security and cleanliness; re- 
cessed drawer pulls; decorator colors to 
match any decor; heavy gauge furniture 
steel. For More Information Circle No. 
184. 


DUPLICATING STENCIL SERVICE 


American Office Equipment Co., 24 
East 21st St., New York 10, N. Y., an- 


IT'S VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 








AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
LN [ol ee Abie), Bi emer lier \cloma ae 


For More Information Circle No. 291 


nounces availability of electronic stencils 
made from letterheads, line drawings, 
forms, typed and printed material, or any 
combination of these. These long running 
stencils may be used on any mimeograph 
machine. For prices and samples, Circle 
No. 110. 


RIBBON RE-INKING SERVICE 


H. M. Storms Co., 561 Grand Ave., 
Brooklyn 38, N. Y., announces a recon- 
ditioning and re-inking process for nylon 
computer ribbons such as those for the 
IBM 1403 chain printer, Univac and RCA 
S01. A de-inking operation completely 
removes residual ink from the used rib- 
bon and flattens all but the most difficult 
creases in the material, with the result 
that the re-inked ribbon is uniformly inked. 
Ribbons of other manufacture as well 
as Storms’ can be re-inked. The service is 
fast, efficient and economical. Prices fur- 
nished on request. For More Information 
Circle No. 177. 


IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 





Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 


Accredited Member— 
National Home Study Council 








For More Information Circle No. 289 
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+> OLD way 





A Verti-File system 


Tue Orrice 


SAVE FILING TIME, STEPS AND MONEY WITH VERTI-FILE 


Heavy, space-hungry file drawers are old-fashioned because Verti-File gives you a new kind 


of efficiency. Easy access saves filing and. finding time. Compactness saves steps. What’s more, 
Verti-File gives you twice the filing capacity in half the floor space. Economy—plus! Valuable 
papers can be securely locked away behind silent, sliding steel doors. Convenient posting 
tray saves time. Find out for yourself! Try a side-by-side demonstration with your present 
system. Write today for complete information and name of your 

nearest dealer. DeLuxe Metal Products Division, Royal Metal Manu- 4 
facturing Company, Dept. 7-K One Park Avenue, New York 16, N. Y. DELUXE Y DIVISION 

For More Information Circle No. 414 
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BATES C-H30 Electric Stapler 

This fabulous machine staples at a 
touch of the paper! Jam-free and easy 
to reload, the Model C Head makes its 
own staples from a continuous roll of 
rust-proof brass wire—5,000 at one 
loading. Interchangeable H-30 Head 
for heavy duty jobs (up to 100 sheets 
at a time). Rugged construction as- 
sures long, trouble-free service. 


N STAPLING, 100! 


BATES ‘‘56” Electric Stapler 
Completely automatic, staples at a 
touch of the paper. Uses a BATES ‘‘56” 
standard stapler, easily removable and 
replaceable, loading 210 standard 
staples. Adjustable depth gauge makes 
it easy to place staple the desired dis- 
tance from edge of paper. Other fea- 
tures include compact design, push- 
button loading and ‘“Safety-matic” 
construction. 


BATES ELECTR 


For complete information, write 


Standard for Excellence the SATES manufacturing co. 


—— Orange, New Jersey 


New York Office: 63 Vesey Street, New York 7, N. Y. 


NUMBERING MACHINES * STAPLERS © LIST FINDERS * PUNCHES * STAMP PADS ¢ EYELETERS 





For More Information Circle No. 397 
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AIRMAIL STICKERS 


Labelon Tape Co., 10 Chapin St., 
Canandaigua, N. Y., announces a pressure- 
sensitive airmail tape in a plastic dispenser. 
Tape is printed in red and blue inks on 
white acetate film, mounted on plastic dis- 
penser with sharp cutting edge for quick 
and easy removal. Requires no moisten- 
ing. Sells for 39c per roll of 125 labels. 
For More Information Circle No. 194. 


VERTICAL CAMERA 


Lacey-Luci Products, Inc., 52° Arlington 
St., Newark 2, N. J., has designed a 
vertical camera for use with the Ektalith 
and Gevaert processes as well as normal 
commercial and graphic arts needs. The 
Lacey-Luci Vertical 14 may be adapted as 
a darkroom or galley camera. Made of 
sturdy metal with top and panels of acid- 
resisting Formica, there is complete cabi- 
net enclosure, with smoothly operating 
double, front sliding doors. Automatic re- 
set timer has extremely accurate calibra- 
tion system. Interior cabinet gives com- 
plete freedom from glare and lens flare. 











Carefully engineered lead screw mechan- 
ism provides smooth operation and finger- 
tip control. Copyboard has 18” x 24” 
usable area. View area is also 18” x 24”. 
Enlargement and reduction capacity is 
250%. There is a Wollensak process lens. 
Unit is compact, attractive, efficient and 
takes minimum floorspace with its 282” 
depth, 54” width and 42” height. The 14” 





The NEW COMPETITIVE 14 seERIES 


Modular in appearance, the 14 
Series is a new line of completely 
assembled office furniture. Ex- 
terior is select flat cut walnut. 
Metal trim and pulls in brushed 
aluminum or brushed brass finish. 


LITERATURE ON REQUEST 


THE JASPER DESK CO. 


JASPER, 


INDIANA 


For More Information Circle No. 287 
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ARE YOU PLAYING(( 
WITH Fite 7 


arrying the 

)U cert Tying to 

its fi ; se it happens 

3 of 100 firms losing their 
rreplaceable records in a fire never reopen. 
Don’t play with fire! Keep your vital records in 
a Meilink A label safe. There is no safer 
the whole wide world. See your 

Meilink: dealer or write Meilink. Steel 

Safe Company, Oakwood and 

Clinton, Toledo 7, Ohio. 


with Mi ts for oop 


Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 7, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 

















More Information Circle No. 267 


negative size camera is $970 complete 
with lens. The 18” size is $1080, and the 
24” $1380 complete with lens. Pressure 
back or Ektalith head optional at no extra 
cost. Vacuum backs available. For More 
Information Circle No. 188. 


DUPLICATING SUPPLIES 


Type/rite Corp., 114 Beach St., Rocka- 
way, N. J., offers a complete line of 
duplicating accessories to supplement its 
Type/rite and Econo-Copy stencil lines. 
Paste and liquid inks in black, gray or 
colors; mimeo papers;~ stencil drawing 
styli; miscellaneous mimeographing sup- 
plies; master units; and typewriter ribbons 
are offered. For complete price list and 
free sample pack of Type/rite or Econo- 
copy stencils, Circle No. 112. 


STAPLERS 


Goodman & Vandervieren Ltd., Van- 
guard Works, Little Gaddesden, Berk- 


| hamsted, Herts, England, offers the Auto- 


crat stapler with modern design and pre- 


cision engineering. It operates in regular 
or pinning positions, and opens out 
to 180° for tacking. Autocrat 960 is a 
general purpose stapler, Autocrat 250 is 
a fine wire stapler. Stephens 960 %4” 
staples come 1000 per box, Stephens 250 
3/16” staples come 5000 per box. For 
More Information Circle No. 186. 
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“More than pays for. 


itself” — says my boss 


MACEYMATIC COLLATOR 


HARRIS- “Hand collating was costing us real money in over- 

time. I couldn’t get out our reports, price lists and 

SEHEYBOLD data sheets fast enough. Now, with our Maceymatic, 

DIVISION I can collate up to 1000 Sets of two to eight sheets 

(5 x 8” to 9 x 12”) in 30 minutes or less. It staples 

them, too. And it’s not much bigger than a desk. 

Of course we don’t use it all the time. Even so, the 
boss says it more than pays for itself.” 


HARRIS- 
INTERTYPE 
CORPORATION 


Harris-Seybold Company, 4510 E. 71st St., Cleveland 5, Ohio 
HARRIS Will the Maceymatic Collator pay for itself in my office? 
{ Show me. 


INTERTYPE Seiten Title 








CORPORATION Company____ 
Address 





City and State 





For More Information Circle No, 396 
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Dont buy an 
office copying 
machine! 


BORROW OURS. The Xerox 914 Copier costs you nothing; all you pay for are copies ($95 a month 
for the first 2,000 copies). You'll be paying about 5¢ a copy—certainly no more and probably less 
than you pay now. And here’s what you'll get: 1. Copies on ordinary paper. Copies that last as long 
as the paper lasts. 2. Fast copies. Seven copies a minute, automatically, by turning a knob and 
pushing a button. 3. Clear, precise copies. Anything you can see (colors, too), the 914 will copy in 
black and white. 4. No adjustments. No wet chemicals to add. The 914 is a dry machine. Bone dry. 
5. Copies you can use. Every copy is a perfect copy. (In your present calculations, are you adding 
the cost of copies that wind up in your wastepaper basket?) 

Call your Xerox representative. Come in and see the 914 Copier perform. Xerox offices are in princi- 
pal U.S. and Canadian cities. (If our arithmetic doesn’t convince you, the copies will.) XEROX 


XEROX CORPORATION, ROCHESTER, NEW YORK 


For More Information Circle No. 399 





DATA RETRIEVAL 

Minnesota Mining & Mfg. Co., Dept. 
S1-474, 900 Bush Ave., St. Paul 6, Minn., 
offers an eight-page illustrated brochure 
describing the time and dollar savings 
made by an engineering data microfilm 
system at Collins Radio Co. Describing 
the automatic retrieval and distribution of 
2000 to 3000 engineering drawings daily, 
it includes a description of electronic tele- 
phone communications which automatic- 
ally activate a quick access file of Film- 
sort aperture cards, duplication of aperture 
cards, microfilm mounting and print-out 
of data, which have resulted in a 50% 
reduction in paperwork handling. For a 
copy, Circle No. 150. 


MOVABLE PARTITIONS 
Workwall Div., L. A. Darling Co., Bron- 
son, Mich., features Workwall movable 
walls in a color brochure. Embodying 
beauty, economy and flexibility, Work- 
walls provide a functional area with a min- 





Simplicity of 


loss of floorspace. 
is basic throughout the system, 


imum 
design 
thus assuring low labor costs on both 
initial installation and future rearrange- 
ments. Upright posts of extruded alumi- 
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num hold stain-resistant, easy-to-care for 
plastic finished Marlite panels in a variety 
of sizes and finishes. A patented locking 
principle permits attachment of all types 
of utility fixtures by the simple twist of a 
screwdriver; relocation is quick and easy. 
For a copy of Workwall Brochure 545, 
Circle No. 171. 


FORMS BUYING GUIDE 


Cromwell Printery, Inc., Church at 
Bleecker Sts., Albany 1, N. Y., offers the 
“Cost Cutter Kit” which contains a sample 
kit and price list of every form in stock. 


This is designed to put at the user’s finger- 
tips all information needed to buy or 
re-order standard forms. A letter size 
folder contains samples of 5-in-1 statement 
ledgers, memo and reply sets, NCR sales- 
books, etc. Posting and counter trays are 
included. Forms planning guides are pro- 
vided to help the user design his own 
special forms. For a copy, Circle No. 156. 


LAYOUT TEMPLATES 


Repro-Templets, Inc., 614 Allegheny 
River Blvd., Oakmont, Pa., announces 
a supplement to its catalog of %4” scale, 
two-dimensional Repro-Templets on ad- 
hesive-backed film. This is in addition to 
its present catalog of Repro-Templets of 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN {/3 THE TIME... 




















attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! Reduces statement 


pesweoning in the average office up to 
To. 


PREVENTS ERRORS! Eliminates wrong 


addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms ... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


e Just type the name and address ONCE on the 
PRESS-ON MASTER PATCH. They're easily pre 
pared in an ordinary typewriter ...no_ special 
equipment required. 

e Attach the adhesive backed MASTER PATCH to 
your ledger card. 1¢y press-on instantly .. . to 
existing records of any size or shape... no need 
to change your present accounting system. 

e Address statements, month after month from your 
ledger card . . . Automatically! 


PRINT WITH THE | MACHINE COMPLETE $70-° 
MODEL 60 WITH SUPPLIES ping Fed. 
Master Addresser| FOR 500 ACCOUNTS Exe. Tax 


MASTER ADDRESSER COMPANY 
6500-O West Lake St. + Minneapolis 26, Minn. 
For More Information Circle No. 292 
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machine-tools, shop, materials-handling 
and office equipment, as well as grid 
sheets, tapes, etc. The 36-page supplement 
covers approximately 2000 current ma- 
chine tools which have been added to 
Repro-Templets’ inventory of standard 
catalog items, immediately available on 
order, for use in plant planning. For a free 
copy, write above address on your com- 
pany letterhead. 


PAPER & FORMS JOGGERS 


Syntron Co., 715 Lexington Ave., 
Homer City, Pa., offers a fully illustrated, 
eight-page bulletin on vibrating paper 


joggers for fast alignment of paper stock. 
Complete data and specifications are pre- 
sented on the company’s line of single and 
double action units, as well as two, three, 
and four-bin forms joggers. For a copy of 
Bulletin No. PJ-73161, Circle No. 154. 


COFFEE VENDOR 


Griswold Vending Co., 1204 Chestnut 
St., Minneapolis 3, Minn., describes four- 
second coffee vending machines in a full- 
color catalog sheet featuring the Cream-O- 
Meter on Model V13 which measures 
refrigerated dairy cream to suit any taste. 
The unit is 100% sanitary. Product con- 
tainers are steam sanitized and there are 
no hoses to clean or replace; no plumbing 
required. Operating specifications and an 
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interior view of the unit illustrates its easy 
to service features. Exterior design is com- 
pletely new. For a copy, Circle No. 152. 


SPOT CARBONIZING 

Transkrit Corp., 704 Broadway, New 
York 3, N. Y., offers its brochure “Some 
Spots Are Better Than Others” which gives 
reasons why printers should avail them- 
selves of profit-making potentials provided 
by spot carbonizing (also magnetic ink 
encoding) trade services. A demonstration 
is also included in this two-color specimen. 
Copies available at 
no charge upon 
request to above 
address. 


ELECTRONIC 
EQUIPMENT 
DESIGN 


Pacific States 
Engineering, 12838 
Weber Way, Haw- 
thorne, Calif., of- 
fers an eight-page 
brochure  describ- 
ing its services in 
the design of de- 
vices to improve 
efficiency and re- 
duce costs in of- 
fices. Backgrounds 
of the firm’s senior 
personnel are de- 
scribed, showing 
their many years 
of experience in 
the development of 
computers, elec- 
tronic equipment 
and electrome- 
chanical devices. 
The company’s 
specialty is the ap- 


copy, Circle No. 


192. 


STOCK FORMS 

Watts Business Forms Div. Alfred Allen 
Watts Co., Clifton, N. J., announces its 
1961 32-page catalog of stock business 
forms. This illustrates and describes over 
30 commonly used office and tax forms in 
various sizes and styles. Stock forms have 
wide usage for general applications, as 
well as for short-run or experimental re- 
quirements. Most forms are designed for 
individual imprint of firm name and 
address, including line artwork where 
desired. New items include quotation 


DATERS 


for SMALL 
and LARGE 
SPACES 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures 
are easy to see. , 

Write for Catalog 


JAN 23°57 


plication of space NA. & CO., Incorporated 
age technology in | bi 

the development ’ 216 Nichols Ave 

of commercial A Brookiva 8. NY 
products. For a | 


For More Information Circle No, 295 
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forms, purchase order follow-ups, requests 
for quotation, magnetic ink checks, and 
expense vouchers. For this catalog, Circle 
No. 149. 


DICTATING MACHINES 


Steucord Dictatior. Systems, Dept. 61, 
37-20 48th Ave., Long Island City 1, 
N. Y., offers a booklet, “What You Should 
Know About Dictating Machines” which 
reviews briefly the background of dictating 
machines and traces the development of 
modern dictation equipment. This serves 
as a helpful reference for individuals or 
companies contemplating the installation 
of such equipment. For a copy, Circle 
No. 166. 


MAIL & OFFICE BAGS 


C. R. Daniels, Inc., Daniels, Md., offers 
a 28-page illustrated catalog showing its 
mail, money, depository, distributing, 
. Messenger and waste bags. Included are 
canvas, canvas and leather, all-leather 
mail bags in round, flat and oval-bottom 





styles. There are illustrations and informa- 
tion on bond bags, messenger bags, U. S. 
Government type mail bags, laundry bags, 


square-bottom shipping bags and tool rolls. 
Complete specifications and a description 
of the construction of each item is in- 
cluded. For a copy Circle No. 161. 





Big Time-Saver 


IF YOU USE ADDRESSOGRAPH PLATES IN 
FRAMES 


QUIK-KARDS are shown at left, 
Furnished in continuous perforated form like theatre tickets. 
Fit your frames better than ANY card. You do not handle 
individual cards, 
already in your hand. Can't get out of order. 
Send sample of card you use to show size and receive 


made, 
small, 


smoother. 


free samples of Quik-Kards. 
San Francisco 5, Calif. YUkon 2-2130. 


667 Mission St., 


They save time MANY WAYS. 


Precision 


No need to pick up the next card. It is 
Work flows faster and 


Write Addressing Machine Co. of Calif., 





For More Information Circle No. 293 











LONG LASTING e GREASELESS 


ODORLESS ¢ 


STAINLESS 





Gm _FLIP-FAST 


FINGERTIP MOISTENER 


. . Enables you to handle and sort papers, count money 
and file faster than ever before. 
money by increasing office efficiency. 


; Trial Offer — 2 FLIP-FAST for $1.00 or 12 for $6.00 postpaid in the U.S.A. 


See yowrite > MILNE MANUFACTURING CO. 1235 wazee - Denver 4, Colo. 


The New Minacke 


it will save you 








For More Information Circle No. 294 
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Corporate image 
clouded | 
mail sea. 


You may be fair-haired in your industry, rate 
high with your bank, loved by your suppliers. 
But if your customers get letters “‘Postage Due” 
—not so good! And a stiff old mail scale that 
underweighs may be doing dirt to your company 
repute. While a tired old scale that overweighs 
may be dribbling away dollars. (Just an extra, 
unneeded 4c stamp on only eight letters a day 
loses almost $100 a year.) 

The best insurance against your overweighing 
or underweighing is a Pitney-Bowes mailing 
scale. It is precision made to U. S. Bureau of 
Standards specifications and used by the U. S. 
Post Office. Automatic pendulum mechanism 
maintains accuracy year after year, registers 
quickly, exactly. 

The big hairline indicator shows precise weight 
and postage required, without doubt. The large 
markings are easy to read, make mailing faster 
and easier, avoid errors and postage waste. 

There are eight models, including two for 
parcel post. Ask the nearest Pitney-Bowes office 
to show you the model you need. Or send the 
coupon for free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal rates, 
‘with parcel post map and zone finder. 





| 
° PitNEY-Bowes, INc. 
Pitney Bowes 3491 Walnut St., Stamford, Conn. 


Send free booklet (] rate chart (] 





MAILING SCALES 


| Name 


Made by the originator of the postage | Address 
meter... 149 offices in U. S. and Canada 
For More Information Circle No. 430 








Rnceescrtinn ctietindiingsidienti eneghiteatiutinnimmsimenncaaiaasil 
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finding and filing 
takes just 


. <i af , i 

Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 
and magnified—takes only a glance to 
find the file you want. And Barkley Tabs 
are durable—stand up under constant 
use for years. The next time you make 
up your supply list . . . be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. CHICAGO 7, ILL. 
For More Information Circle No. 317 





GELATIN ROLLS ANYONE? 


We are the largest distributor of Gela- 
tin Rolls in the country. We furnish 
any size Gelatin Roll to fit all types 
of duplicating machines. 


We recently have taken over the Gela- | 


tin Roll accounts of Columbia Ribbon 
and Carbon Mfg. Co., Inc., of Glen 
Cove, N. Y. 


Ask for catalogues and discounts. 


BECK DUPLICATOR CO., INC. 
150 West 26th Street, New York 1, N 


For More Information Circle No. 318 
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FILE INTERROGATORS 


Information Products Corp., 156 Sixth 
St., Cambridge, Mass., offers a 24-page 
technical brochure that describes the 
recently-developed IPC random access file 
interrogators. It contains photographs ‘of 
the alphanumeric and numeric interroga- 
tors, complete specifications and block 
diagrams. For a copy, Circle No. 151. 


PLAN FILING SYSTEM 

Pack Mfg. Co., Box 508, Logan, Utah, 
offers a comprehensive 28-page book con- 
taining all facts on the Pack Interlock 
Filing System for drawings, patterns, 
prints, maps and other documents. It 
answers questions pertaining to economy, 
space requirements, fire resistance, con- 
venience, installation layouts and acces- 
sories. For a copy, Circle No. 181. 


57 Ways to Save Money 


(Continued from page 150) 


bon) and clamping it on your offset 
duplicator. You can run off twenty or 
more copies from it. They may be 
crude and have a grayish background, 
but they are legible and usable. 

8. If one part of a three or four- 
part set is to go through a diazo ma- 
chine to furnish extra copies, don’t 
print only that part on translucent pa- 
per. Print all parts on the same stock. 
You'll save more in collating charges 
than you'll add in increased paper costs. 


Buying Forms 


1. Stick to standard color paper com- 
binations for your continuous and snap- 
out multipart forms. If it’s going to 
cost you less to have the second part 
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Completely new for '62 


TAX FINDING BOARD 


PAYS FOR ITSELF 
IN ONE DAY! 


Shows new 34% FICA taxes 


Figures Federal Income and new 3%% 
FICA (Social Security) tax deductions 
quickly and accurately. Since 1944, 
when Wage- Master was first introduced, 
thousands of companies have found it 
indispensable. Expanded 1962 tables 
forced a complete re-design of the instru- 
ment. Changes in tax rates, increased 
wage scales, and additional exemptions 
are all incorporated in the new 1962 
Wage- Master tables. 


Tables for all pay periods 


Compact (9” x 13”) practically inde- 
structible plastic frame holds easy-to- 
read tax tables. Tilt-proof slide lines up 
columns, increases accuracy. Choose 
tables to suit your pay period: 
—weekly —semi-monthly 
—bi-weekly —monthly 
And, you have a choice of One-Deduction 
or Standard Two-Deduction tables. 


Saves thousands of postings 


One-Deduction Wage-Master tables save 
thousands of postings by combining 
Withholding and FICA taxes into one 
figure. The table contains two sections 
(side by side), one for income up to 
$4800, the other for income exceeding 
$4800. Wage-Master boards slip easily 
into your desk drawer . . . take up little 
space on your desk. Can be kept up-to- 
date for years to come by replacing tables. 





ONLY $12.95 
State Income Tax provision, too. 


As a bonus, a ruled blank form that 
slides out for easy reference is provided 
for entry of State Income Tax figures. 


SEND TODAY for a descrip- 
tive brochure and order form. 


—— 
See how a Wage-Master board A) 
can pay for itself through time aly 
savings and error prevention. XS, aa 





MONEY BACK GUARANTEE 
If you are not completely satisfied with 
your Wage-Master, your money will be 
refunded in full. 











GRAPHIC CALCULATOR C0. 632 s. plymouth Court + Chicago §, II, 


For More Information Circle No. 406 
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End Paper Stock Guesswork with 


MICRO-MITE 


NEW INSTANT-READING PRECISION 


Easily Identifies 
Correct Substance, 
Weight, Thickness 
of Any Paper Stock, 
Board, etc., up to 
VY," Thick! 
Every Estimator, 
Buyer, Salesman 
Needs One! 


‘ Saves Time! 
q Pays for Itself! 
~> TRY 10 DAYS FREE! 


Handy quick-reference paper chart included! 
Order from your graphic arts dealer, or if 
not available, sent postpaid on receipt of 
price, $19.95. Satisfaction guaranteed! 


Dealers: Write us! 
LITHO RESEARCH, INC. 
113 Queen Anne Ave. N. Dept. OM Seattle 9, Wash 
For More Information Circle No. 319 


ALL DAY 





DO YOU WORK 


SS 


You at last a new modern, low priced 


electric foot warmer that will keep you 
healthy, happy and comfortable. 


HELP PREVENT % FAN) J z 
~ 

COLDS WITH... papa Lid 
Check stand cashiers, secretaries, assembly line workers, 
housewives, office workers, theatre cashiers, machine 
operators, telephone operators, and many others through- 
out the country are now singing the praises of the Electro 
Mat. There is no further need to work all day with cold feet 


Size 14”x21”" Safe and Economical - 12 Month Guarantee 
lightweight, portable INTERSTATE RUBBER PRODUCTS CORP. 
Consumes less 908 Avila St. Dept. $3 Los Angeles 12, California 
power thon © 100 9108 Meyers Rd. Dept. $3 Detroit 28, Michigan 


tt light ' 
Mie - z - — Please send me Electro Mots at $8.95 each 
ago hee a IMPORTANT SAVING 
weey es if 6 or more ordered, price is only $7.95 each 
todoy for ONLY QD ¢.0.0 Enclose $1.00 deposit with order 





6 Prepeid 
Nome 
Address__ 
City 

















For More Information Circle No. 322 
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pink instead of blue, why not do so? 
Check this with your forms printers. 
Learn their standard color paper se- 
quences and specify them in that order 
when you buy forms. 

2. If the volume warrants, and if 
you can keep the same weight stock 
all the way through, aim your multipart 
specifications at a fanfold press. The 
savings will surprise you! 

3. Don’t specify printing on the backs 
of your forms unless it is absolutely 
necessary. For example, the one word, 
“Explanation,” on the back can be 
avoided by a phrase on the front of 
the form which says, “Explain on the 
reverse side.” 

4. If you need a form with two-sided 
printing and the reverse is to consist 
solely of text matter, put it in off-black, 
instead of gray ink. You'll save a press 
wash-up and it will still be as legible 
as it need be. 

5. Be sure your hecto masters con- 
tain a minimum of guide lines and 
rules. Have these printed on your run- 
off sheets. They'll make the run-offs 
look a lot sharper and they'll also help 
to make the variable data stand out 
from the constant data. 

6. When you buy stock tabulating 
forms and insist on them bearing your 
own form numbers, you add nothing 
to the form but extra cost. Settle for 
the supplier’s stock number unless you 
are going to have other printing on the 
form. Why pay the cost of an addi- 
tional press run just to use your own 
form number? 

7. Try to avoid stapling on your con- 
tinuous forms. Use bump fastening, 
crimping or some other method. On 
multipart forms that go beyond six or 
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Tem otg-leol.<-lemm -4ae)elaleme -40-b-t- ame) 


THE OFFICE 


26-inch 
im pums 
Vi Colaar- har: 


NOW...complete 
plate production In 
one compact unit! 


OFFSET PLATE-MAKER 


3 Simple Steps - 3 Minutes Time - 39¢ per 
plate, including negative 


Right in your own shop, in ordinary room light, 
you can produce high-quality Gevaert aluminum 
offset plates on this new Copycat unit. Just 
expose... develop... fix. Whatever the job, 
simple mass copies or precision color, plate 
production with Copycat is just three steps, 
three minutes... and 39¢ including negative. 

Copycat handles line work, screened half-tones, 
screened tint blocks and color. You need no 
dark room, no plumbing...no camera, no arc 
lights. You avoid delays, save messenger fees, 
save $3 or more over plates bought outside. 

This Copycat is a new refinement of a preci- 
sion line. No other plate-maker has all its fea- 
tures, all its range and capacity. Look at the 
features . . . Look at the costs . . . then test 
it yourself. Check it with your material, your 
duplicator. 

Send Coupon... or Phone OR 4-5582 in New 
York 


= 
Photocopy Machines — Offset Plate-Makers 
Paper & Plates 


Copycat Corporation 0-111 
200 Park Avenue South, New York 3, N.Y. 


DO Please send details of Copycat piate-maker, and demon- 
stration data. 


© Please arrange a demonstration for me. 





Firm 





Address 





City State 





meaniammniaineamansmll 


For More Information Circle No. 411 
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seven parts you may require staples. 
When fewer parts are involved, save 
that extra cost. Stapling adds one to 
two dollars per thousand to your forms 
cost. 

8. Instead of collated unit sets with 
printed distribution at the bottom, use 
ballot box distribution on padded forms. 
This means that the person filling it in 
will also have to check off the appro- 
priate box, but it also means less waste 
when you don’t send copies to all those 
on the pre-printed ballot box distribu- 
tion, and your forms cost is consider- 
ably less because collating is eliminated. 

9. Know the standard cut-outs from 
bond stock (17” x 22” basis) and utilize 
them when you design such forms. You 
pay for the waste when the printer has 
to make extra cuts, and when he throws 
_ Stock away after cutting your job. 


ITE-LINE copyrnoiper 


e TAKES COPY UP TO 20° 
¢ HOLDS NOTEBOOK 
e INCREASES PRODUCTION FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


e SAVES EYESTRAIN 
PROMOTES ACCURACY 


RITE-LINE CORPORATION 
For More Information Circle No. 323 
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10. Learn the dimensions of rotary 
forms presses and set up your designs 
for standard cylinder circumferences, 
not the off-beat sizes that only one or 
two printers have. 

11. When you have small orders for 
printing and don’t wish to go through 
the machinations of a regular purchase 
order, in view of the few dollars in- 
volved, you might resort to a printing 
order. This is a padded form for the 
dual purpose of making the order of- 
ficial while cutting down preparation 
time. It should only be used for orders 
of less than $50 in total value (or $100 
if you have a large number of orders 
up to that amount). This form has con- 
siderable pre-printed area for easy fill- 
in of such items as specifications and 
delivery. One copy goes to the vendor, 
the other is kept for verification against 





ALL-NEW TYPEWRITER 


SLIDE-A-SH ELF 
une ; 
and 
electric 
machines 


e Converts any 

desk (wood 

or steel) 

into a secre- 

tarial desk. 

Does not 

eliminate 

drawer 

space—all 

drawers 

usable. 
e 3” casters for easy rolling—with brakes. 
e Height is adjustable—folds up for easy storage. 
Sturdy, dependable for electric machines. Top size 
16” x 26”. Masonite, rubber or Formica tops. Gray, 
Tan, and Mist Green frames. Packed single, can be 
mailed parcel post. Weight 11 Ibs. 
manufactured and guaranteed by 


>) ae: Pa We OP > CD DD 5 ae Or OF 
822-824 Spruce St. . St. Louis 2, Mo. 


Write for our new, free, full-color brochure covering 
the entire HASCO line of Office Machine Stands. 











For More Information Circle No. 324 
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| AND Every One of these Faymus Storage Box 
| Features Saves You Space, Time, Money! 





agers sick ee 


Check these Faymus exclusives ‘‘engineered” for lowest cost, 
highest efficiency, greatest protection as you free active files: 
Bf) New Double-Bottom design increases box strength . . . holds it 
flat... keeps dust and dirt out, resists moisture. F] New ‘‘Hidden 
Seal’ presses flaps firmly together — just peel off protective paper 
on bottom. E] New metal runner is a slide to ease stacking, rein- 
forces top. Z] New Top Snaps make a quick ‘open and shut’ case. 
No strings or hanging ties! EJ New Push-in Hand Hold, make box 
easy to hahdle and carry. [J 200 Ib. test corrugated construction 
throughout. £4 Printed Label on Oyster white box for quick indexing 
and identification. No other Storage Box offers all these big extras 
— order now. 


25 Sizes To Choose From: Packed Flat in Handy 2's, 6’s, Dozens 
NS — Sold exclusively through dealers — 


NEW 












CTT TTTTTTTTUTTiTrrrirrrrrirl 
Faymus Div. Bankers and Merchants, Inc. 
4410 N. Ravenswood, Chicago 40, Illinois 


Gentlemen: Please send me, with no obligation, new 
Faymus Check-Size Storage Box. 


**RE-TAINER”’ 


NAME 


This rugged, but light, portable 

container, ideal for Desk or 

Storage, gives you these welcome, 
ractical features: Printed Index 
abel, Double-Bottom Construction, 

Holds Letter and Legal Files; 12° W - 
10° H- 15° D 


COMPANY ———_-__- 
STREET Sa 


i fe ik 
For More Information Circle No. 344 


vendor’s invoice. Such a system must 
be in line with your company’s pur- 
chasing policy, but it’s a step in the 
right direction in small order handling, 
a real problem to any purchasing de- 
partment. 

12. To achieve a suitable separation 
of variable data from pre-printed ma- 
terial on forms, especially accounting 
ones, try gray-line forms as substitutes 
for such expensive devices as multicolor 
printing or pen-ruling. Through the use 
of a screen, part of your copy is toned 
down to a “gray.” This requires two 
separate pieces of copy in most cases. 
Your art work must therefore be pre- 
separated for camera. A nice effect is 
possible when you screen only the lines 
and leave the type black. Make one 
layout with ruled lines only, and a sec- 


ond with type only, perhaps using faint 
blue pencil lines as guides for your 
typist. The two pieces should be in 
register. Check this by positioning them 
over a light box and putting register 
marks on both. 

13. Register marks are available pre- 
drawn, in continuous rolls of pressure 
sensitive tape. All that is needed is to 
strip off a piece and press it down in 
a nonprinting area of your copy. These 
symbols help the platemaker line up 
two pieces of copy so that the end re- 
sult will be one plate with perfect 
register. 

14. Perhaps you can’t give your 
printer a number of different forms to 
gang-run because you don’t have equal 
quantities of similarly constructed forms 
coming up at the same time. However, 


NEW OFFICE COLLATOR GATHERS 8 SHEETS PER SECOND! 


HALVERSON 
high speed/all electric/ 
fully automatic 


COLLATOR 





collates 


480 sheets per minute 


produces 
2300 8-sheet sets per hour 
loading time included 


delivers 

alternated sets, jogged criss- 
crossed and stacked in delivery tray 
Eliminates “arm fatigue’ completely 

Nc more sore arms or aching muscles— 

only actual work involved is loading the feed trays 
The “Escalator System’’ completes the 
job—quietly, automatically. 


Labor and money saving 


Automatically replaces boring, tedious costly hand work 
Ends diversion of highly paid office help from 

their regular jobs. . . avoids overtime and 

expense of extra temporary workers. 


Saves valuable floor space 


Complete Collating system in floor 
space of only 48” x 20”. 


Write for Complete Information, 
name of nearest dealer, 


HALVERSON Products Company, Inc. 
1051 N, Paulina St., Chicago 22, Ill. 
For More Information Circle No. 327 
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Instant copies... 


SAVINGS, T00! 


THE 


PHOTOCOPIER 





Expensive machine features and performance. Yet budget-priced! 


You save from the start. For the price is as compact 
as the machine itself. You keep on saving, too. As 
your Transamatic polishes off each copy job in 
seconds. For pennies! 


Reproduction is letter-perfect. Any ink. Any color. 
Whether typed, printed, drawn, stamped, written or 
mimeographed. Your Transamatic is precision-engi- 
neered for a career of dependable, trouble-free service. 


Operation is simplicity itself. The No-Mix Cartridge 
snaps in, snaps out to end messy solution handling. 
Plugs in anywhere. And more. All, in fact, of the 
features and conveniences usually found only in 
machines costing twice to three times more. There are 
no accessories to buy either! The full story of this 
workhorse is yours for the asking. As is the free 
Manual on Office Efficiency. Just mail the coupon. 
Sales and service offices in all major cities 


,  TRANSISCOrr' inc. 
\ A Subsidiary of 
ANKEN CHEMICAL AND FILM CORP. 
NEWTON. N. J. 


Send! lodly 


FOR THE FACTS 








TRANSCOPY, INC., 
10 Paterson Ave., Newton, N. J. 


Yes, I want full details of how the budget-priced 

TRANSAMATIC can save time and money in 

my office. I will appreciate the following: 
FREE Transamatic Fact Sheet 

__.FREE '61 Manual on Office Efficiency 

__ FREE, NO OBLIGATION DEMONSTRA- 
TION. Have your representative call me 
for an appointment. 


NAME 





COMPANY 





ADDRESS 





city 











For More Information Circle No. 407 
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Did you know... 

THIS EXCLUSIVE 

Handy Reference 

Date Feature (For example 
7/5/62 for July 5, 1962) 


is available only on Keith Clark and 
Defiance Calendars. 











Complete line of Desk Calendars with 
bases in attractive decorator colors. 
Order from your Stationery Supplier or write 
for FREE catalog and name of nearest dealer 


Keith Clark & Defiance Calendars 
Manufactured by — 


2 
/ ay 
KEITH CLARK, Inc. 


1451 Broadway New York 36, N. Y. 
Phone: LAckawanna 4-4895 


For More Information Circle No. 329 
270 





he might be running jobs for other com- 
panies which are similar to yours in 
both respects. Sometimes, if his price 
looks low, it may be because he is gang- 
ing your job with those of others. Find 
out when he has work similar to yours 
and force an order to take advantage 
of this lower cost. This shouldn’t be 


| overdone however, or you may wind 


up with a storeroom full of forms be- 
cause he had “space on his presses.” 

15. Try grouping similarly con- 
structed forms and placing them with 
an outside printer on a minimum stock 
basis. He runs them at intervals that 
are most economical to him—and to 
you, and stocks them for you. When 
the stocked quantity reaches a pre- 
determined low point, he automatically 
reruns the order quantity unless you 
notify him in the interim that the form 
has been changed or eliminated. 

16. If you use continuous tabulating 
card checks, try the ones without me- 
dial strips. These save time. They have 
the short grain which was considered 
a drawback until recently because of 
fears it might lead to trouble in the 
machines. The acceptance of these 
cards has been so strong that appar- 
ently grain direction is no longer con- 
sidered a problem. 

17. Instead of buying colored tabu- 
lating cards, consider the regular manila 
finish with colored stripes. This identi- 
fies them and sets them apart from 
plain cards while costing less money. 
They are also worth more as scrap 
cards, a factor to consider when you 


| use large quantities. 


18. When you design a form and 
send it around for approval, never send 
your original drawing. Make copies on 
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Stekbeo cirts 


guaranteed 
to carry your 
best wishes 


5 full years 











A reflection of your good taste and 
judgment, they have the look of quality, the 
aura of prestige. That's why Stebco Business 
Cases are a prized possession of business and profes- 
sional men. A lasting gift that will be remembered and 
appreciated even at Christmas, 1970! 


Your favorite Office Supply Store, Luggage or Department 
Store will be glad to show you a wide choice of Business 
Case Gift ideas in Stebco’s exclusive TUFIDE and 
choicest Top Grain Cowhides. 
For More Information Circle No. 268 Popular executive colors. 


For further information and 
nearest dealer write to: 


Stekco 


PRODUCTS 


Chicago 7, Ill. 


Over 43 years of superior quality 
and service 





SPACE 
UNLIMITED 


For your 
at —Tetel get 


~ ~  STAXONSTEEL 


- 


NO SHELVING NEEDED! 
STAXONSTEEL employs an 
engineering principle to combine 
the strength of steel with the 
economy of corrugated board. 

The steel supporting frame gives the 
drawer equal support front, back and 
sides. For long term economy there is 
no better record storage drawer 
than STAXONSTEEL. Five standard 
stock sizes available. 


Send for FREE ‘‘Manual of Record Storage 
Practice’’ telling you how long to retain or 
destroy business records PLUS our com- 
plete catalog of Special Record Storage 
Filing Equipment. 


BANKERS BOX COMPANY | 
 lapeaamemteamene 
Dept. OF-i1 | 


Please send, without obligation, my FREE | 
manual of Record Storage Practice PLUS | 
new, complete product catalog. 


SS SS eee 
(Please Print Plainly) 


Compony____ peidlpsiniiesienisipeesnimentiaditig 
(Please Print Plainly 











a copying machine. Let approving de- 
partments deface those if they must, 
but not your own masterpiece! 

19. Is it worthwhile to make scratch 
pads out of obsolete forms? There are 
many arguments for and against this. 
In my opinion it is scarcely worth the 
trouble unless the quantity of scrap 
forms is quite large, and your em- 
ployees are conditioned to using second- 
hand supplies—a rare trait in today’s 
offices where workers are given the 
finest tools and work in surroundings 
that defy exaggeration by Hollywood! 
Not only must the quantity be large, 
but it must be of a size that can be cut 
into multiples. You can’t just give out 
pads of old forms and tell people to 
write on the reverse side. Someone will 
surely begin using them for their origi- 
nal purpose. The stock is important too. 
Converting rag content letterheads to 
scratch pads is, oddly enough, a poor 
choice because the surface is not as 
smooth as standard bond scratch pads. 
It is sized differently and is more dif- 
ficult to write on. ; 

The reverse side of a form generally 
is the wire side, or wrong side of the 
paper. It’s rougher than the front and 
also more difficult to write on. Maybe 
a minor point for a scratch pad, but 
check your next lot of scratch pads and 
see how smooth the writing surface is. 

When all else is considered, the con- 
version cost may be your biggest draw- 
back. Handling, unwrapping, cutting, 
padding and stocking, may cost more 
than if you bought fresh scratch pads. 
Don’t ever consider converting obsolete 
forms to scratch pads when you’ve had 
them on the shelf so long that they 
are foxing at the edges, and are brittle 
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READING TIME —53 SECONDS 


In the time it would 
take you to read this 
you could have installed 


set oT PERFEX 


disposable 
MOLLETON ROLLERS 





MULTILITH 1250 
: MULTILITH 1250W (11x 18) 
NOW AVAILABLE FOR THE: ATF 15, PHOTOSTAT, WHITIN 
DAVIDSON 221, 233, 241, 251 
The PERFEX SYSTEM consists of a set (form & ductor) of dampener rollers, complete 
cores with TRI-MOL molleton covers applied. When your covers need changing you 
simply throw away the complete roller & replace. Since it is a complete roller the 
PERFEX ROLLER need only be put into its proper position on the press and you are 
ready to run. No operating change is necessary from your present dampener system. 
NO MORE SPLIT SEAMS @ NO NEED TO SEND OUT ROLLERS FOR 
COVER CHANGES @ NO LOST PRESS TIME DUE TO COVER CHANGES 
@ NO MORE LOOSE OR TWISTED COVERS @ NO MORE REMOVING 
OLD COVERS AND APPLYING NEW ONES @ NO LOW ENDS OR 
MOURNING BANDS @ 


Send for brochure & name of jocal dealer ROLL- O- G R A P H § Cc Cc 8) R P. 
mes 133 PRINCE STREET, NEW YORK 12, N.Y. 


For More Information Circle No. 419 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which aliow the lad- 
der to be rolled freely when 
no one is on it. When you 


step on the ladder the rub- 
ber cushioned legs rest on 
the aon and prevent rolling. 
Ma in 13 height 
widths. 
56-0 


s=— 4 
ae for Circular 
and prices. 

I, D. COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, Il. 

For More Information Circle No. 356 














NIPPO WELLON 


Electric —— Writer 


Just turn the 
dial — that’s all, 
and Presto! — 
the amount is au- 
tomatically and 
clearly perfor- 
ated. 

YOKOHAMA, JAPAN 


NIPPO MACHINE INDUSTRY CO., LTD. 














__ For More Information Circle No. 357 


An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On a 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 
Contact your Local Typewriter Dealer 

For More Information Circle No. 358 























STATIKIL’ 


GUARANTEED TO 


STOP 


yw ‘STATIC at 
ELECTRICITY = 


fikit $3 PER CAN $30 PER DOZ. 
on STATIKIL 
1220 W. 6th ST 


For More Information Circle No. 360 
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INC. 


- CLEVELAND 13, OHIO j 


to the touch. Those belong in the gar- 
bage can. 

20. If you insist on using direct image 
masters for forms work, you'll save 
time in your ruling if you use blank 
mats with preprinted grid lines on them. 
These lines are non-reproducible. They 
can be had in many varieties, but the 
best grid pattern is usually the same 
one as you use on your standard forms 
design sheets. 

21. If you do not believe in metal 
offset plates but insist on making new 
direct image plates each time you re- 
print a form, why not run a few blank 
masters through with your forms? 
You'll be creating the masters for use 
next time, instead of having to re-draw 
them. 

22. If you are constantly running out 
of forms, leading to rush orders at pre- 
mium charges for overtime and special 
services, try this: have your printer 
keep, on his shelves, a three-months’ 
supply of every form he prints for you. 
In other words, you do not get com- 
plete delivery of your order. When you 
run out, he’s got them ready and wait- 
ing for you! While your re-order is be- 
ing processed under normal lead time, 
he ships you the three-months’ supply. 





























“What's the matter with you, Jones?” 
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"TAS Fi 
JE* 5 1. WG 


Card Cabinets H w 


F35- 5-3/16 12-5/16 
F46- 6-3/16 14-7/16 
F58- 7-3/16 18-3/8 


F35-16D Base 15 12-5/16 
F46-16D Base 15 14-7/16 1 
F58-16D Base 15 18-3/8 


Other Heights on Request 


Std. 
SINGLES w Pkg Wt 
F35-16S 5-3/16 
F46-16S 6-3/16 
F58-16S 7-3/16 
F69-16S 8% 


For More Information Circle No. 333 





CUT YOUR 


MAILING COSTS! 
with the Model No. 6 


THs portable table SAXMAYER 

Model No. 6 is especially adapted to 

tie letter mail—also designed for 

general purpose tying of bundles 

in any sequence up to 6” high without adjustments. Adjustable legs 
and casters available at a small additional cost. All SAXMAYER 
tyers are noted for SAFETY—automatic releases where needed; 
SIMPLICITY—all working parts are interchangeable; not only 
attractive in appearance but also EFFICIENT—fully automatic, speedy, 
firm, non-slip ties, economical in twine and time. Let us 

prove it on our trial basis. 


WRITE DEPT. J. 
NATIONAL BUNDLE TYER CO. 


Blissfield, Michigan 








For More Information Circle No. 334 
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Cut Paper Sorting-time Costs... 


PERFECOPY CO., La Grange, Illinois 


For More Information Circle No. 223 


er e-ch 


Faster Handling 
Stainless 
Greaseless 


Safe 
Neat 


. 
© 
e 
© Rinses off Easily 
o 
_ 
© Contains Lanolin 


Fingertips with Perfe-Pick 
Pick Papers Quicker 


ONLY 


AT YOUR STATIONERS 
OR WRITE TO 


50¢ = 








a OW! TYPING that looks 
e like PRINTING — 
at a fraction of the cost! 


Inexpensive Typewriter Composition That 
Looks Like Expensive Typeset Printed Matter 


Your “copy” CAN Look Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormposition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Your “‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up fn type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 

a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY, 1121 W. Magnolia Ave., Burbank, Calif. 


For More Information Circle No. 224 
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Personnel Forms 


(Continued from page 86) 


sheet for use by the salary committee 
to make wage adjustments. Thereafter, 
the salary disposition cards are com- 
pleted and sent to the supervisors. 

During employment, an_ individual 
may change status in many different 
ways—change of address, departmental 
transfer, marital, type of employment, 
military leave, leave of absence, etc. 
The best way to cope with this problem, 
and make sure all records are changed, 
is to use a change-in-status-in-employ- 
ment sheet. This form contains all of 
the normal changes. It is completed 
by the supervisor and sent to the rec- 
ords control clerk who checks to see 
that everything is in order and then 
establishes the routing to any or all di- 
visions in the personnel department 
whose records will be affected by the 
change. This form is a snap-out type 
with as many carbons as are necessary 
to advise other departments, such as 
addressing, payroll, etc. 

In a like manner, a termination of 
employment form is recommended, 
constructed and routed in the same 
manner as the change-in-status form. 
This will insure clearing all of the rec- 
ords from the active file. 


plete memorandum should be prepared 
covering what to do with the cancelled 
‘cards, where and how they should be 
filed, and most important, for how long. 


For a slight extra initial cost ad- | 


dressing machine plates also can be- 
come a permanent file for salary ad- 
ministration, statistical analyses and 
employee mailing addresses, 
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After giving | 
the matter considerable thought, a com- | 


| 








| 
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“/eq this business helper 
for 1961! 





The DOOLITTLE : 
MEMO PAD WALL CALENDAR 


You'll use it dozens of times daily! Each 
sheet provides daily spaces for jotting 
down quick notes, phone calls, appoint- 
ments and reminders. Perfect for produc- 
tion schedules and follow-up systems in 
your office and factory. 

No. WPC DAILY MEMO PAD WALL 
CALENDAR, size 20 x 26 inches. Two 
months per sheet, 6 sheets per pad, litho- 
graphed in soft brown on special, heavy 10 
pt. cover paper. Substantially bound in dur- 
able plastic leather with two hole hanger. 


Only $3.50 each, from your stationer, or if not 
available locally, use the coupon below to order. 
Also available for advertisin imprinted with your 
company name, address, ‘phone sales copy and 
products. Write for special quantity prices. 

Also, available—personal desk pad calendars and desk 
pad ‘fillers in 17 x 22 or 19 x 24 inch sizes. See our 
advertisement on desk calendars in the October issue on 
page 298. 

See Your Stationer or 


MAIL COUPON 
»* Cnweceteniweneeseseunneonen 


DOOLITTLE & COMPANY, Inc. 
320 N. Dearborn St., Chicago 10, Ill. 


Please send Memo Pad Wall Calendars 
at $3.50 each. Am't. enclosed $ 


Company 


For More information Circle No. 330 








See 
HELLER ROBERTS 


@ ROBERTS Numbering Machines 
©@ AMERICAN Perforators 

@ HELLER Staplers, Tackers 

@ FASFORM Formed Wire Products 


BROOKLYN, N. Y. CLEVELAND, O. 


am For More Information Circle No. 259 





eiT FOLDS 

*IT SCORES 

eit CAN SLIT 
or PERFORATE 


WITH or WITHOUT 
FOLDING 


THE PRINT-O-MATIC CO., INC. 


For More Information Circle No. 260 


BOOKKEEPERS - SECRETARIES 
NEW DESK PEN 


_ ee 








Write relaxed, carefree — no smearing, clogging, leaking. 
Enjoy a steady, super-fine, even line for fine writing, 
shorthand, charts, ledger cards, visible records, banking, 
bookkeeping. Light, slim, comfortable—like a pencil, 
SUPER-RITER’s wood casing makes writing easier, helps 
prevent stiff fingers and writer’s cramp. Fine writing 
secret is a high quality, precision engineered Superthin 
Ball point and Formulabs® pre-tested superior inks- 
approved for legal writing. Red, Blue, Green, Black 
inks — 39c each — $3.25 doz, We pay postage. Money 
Back Guarantee if not completely satisfied. You can’t 
lose. Send for a dozen now and try them, Advise colors 


wanted, 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pennsylvania 


___For More Information Circle No. 261 __ 


CASH REGISTER 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co 


207 E. Evergreen Ave., Mt. Prospect, Ill 


For More Information Circle No. 262 





Order-Invoice 


System Saves 


$'7'7700 a Year 


DONALD R. HARVEY, Manager, 
Vice President’s Staff, Reilly Tar 
& Chemical Corp., Indianapolis 


UR OFFICES formerly suffered 

from an inflexible system based 
on typing a seven copy order-invoice 
set with interleaving carbons. At first 
this was sufficient for in-plant use, but 
some years ago there developed the 
need to keep more executives and su- 
pervisors advised on order details. We 
constantly needed more copies, as for 
our new tabulating department. Illegible 
carbon copies caused errors and much 
unnecessary correspondence. 

Reilly Tar & Chemical Corp. and its 
Kepublic Creosoting Co. Div., have 
been in business over 50 years and em- 
ploy over 1000 people. We make cold 
and hot application paints and pipe line 
coatings, coal tar and synthetic chemi- 
cals, creosote oil wood preservative, 
roofing and waterproofing pitches, road 


| tars, pickling inhibitors, creosoted wood 


products and annealing carbon com- 
pounds. Our products are used chiefly 
by the aluminum, petroleum, pharma- 
ceutical, rubber, chemical and steel in- 
dustries; and by railroads, public utili- 





ties, and highway departments. 

The Ditto one-writing order and in- 
voice system has proved an improve- 
ment. Typing accurate Ditto masters 
eliminates copying errors, reduces cor- 
respondence and keeps every essential 
person advised. The copies are more 
legible and more quickly read. The 
number required has grown to ten or- 
der and shipping copies and 11 copies 
of the invoice set—three times as many 
as before. 

In applying the one-writing plan to 
our coast-to-coast organization, we 
place responsibility for accurately de- 
tailing every order on our 26 sales of- 
fices and their salesmen. Thus, the 
masters are typed at 26 different lo- 
cations. 

Once correctly typed at the source 
by the sales typist, who knows every 


BIG SHEET FILES 


Speed Use 


Mobile 


detail about the customer’s require- 
ments, all following copies are identical 
and correct. The order master may go 
into the plant located nearest the point 
of origin or to any one of the other 
13 plants making the particular prod- 
uct which is best situated for shipment 
to the point designated. 

At Indianapolis headquarters, we re- 
ceive some 20 orders a day from other 
company locations and, in addition, 
process 30 or 35 local plant order mas- 
ters for shipment from one of our two 
plants in this city. 

The masters are duplicated on a di- 
rect process duplicator at Indianapolis 
and on similar machines at 12 other 
locations. Each location where duplica- 
tors are used also puts its machine to 
profitable use in reproducing bulletins, 
forms, special specifications and other 





vertical files 


Now, you can file plans, draw- 
ings, maps, charts for ready 


identification and fast use. Save 
time, space and overhead ex- 


Security 
cabinet files 


pense. Modular sizes to fit your 
exact needs, in wall mounted, 
mobile, portable and cabinet 
units. Look for PLAN HOLD 
in Yellow Pages under Filing 
Equipment or write for 


literature. 


PLAN HOLD CORP., Dept. F 
5204 Chakemco St., South Gate, Calif. 


251 S. River St., Aurora, Illinois 


~ Stack 
roll files 


For More Information Circle No. 251 
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POSTING EQUIPMENT 
FOR MODERN 
OFFICE PROCEDURES 


DUO-MATIC POSTING TRAYS 
AND STANDS 


PORTA-MATIC POSTING 
TRAYS AND STANDS 


THUT-O-MATIC TRAYS 
(For register forms) 


V-MATIC TRAYS 
(Small copacity containers) 


HANDI-MATIC TRAYS 
(For writing board and ies 

machine accounting—records 2 EXPANDI-MATIC 
requiring small capacity . 
containers) 


(Designed for installations 
where space is at a premium) 


——_ 
THT-O-RACK 
Desk organizer 


PRESTO TRAY 


Posting troy for ledger sheets 
of varying widths 


WRITE—For information On 
The Complete P.E.C. Line 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 
1721 Elmwood Ave., Buffalo 7, N. Y. 
For More Information Circle No. 332 
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items. Since the cost to own and main- 


tain the average machine is only about 
50c a day, they all show a profit by 
eliminating retyping and other expen- 
sive methods of making copies. 


Typing duplicating masters at 26 locations 
is the key to Reilly Tar & Chemical’s 
order-invoice system. 


At our Indianapolis plant office, one 
clerk types the masters and a second 
extends the invoices, runs the dupli- 
cator and sorts the copies. For all 15 
plants we show a saving of better than 
15% of a typist’s $3500 yearly wage, 
or a total labor saving on order master 


typing of $7900 a year. 


With a volume increase of 40%, we 
produce three times the essential copies 


| for each order that we produced under 
| the old system with the same personnel. 
| If we tried to accomplish this with the 
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TOP QUALITY NYLON 
TYPEWRITER RIBBONS | 


Attractively packaged in handsome, re- 
usable plastic boxes. Appealingly low | 
priced to guarantee a ready market and | 
continuous repeat business with good | 
profits. 


DISTRIBUTORS WANTED IN U. S. | 
Write today for sample and profitable offer. | 
Ets. L. DELPLANQUE—GUYENNE | 


197 Ave. Pasteur, Bagnolet (Seine), France 
For More Information Circle No. 375 } 


DOOOO00U00 
STEVENSON & SMITH, INC.O 


O LEADING MANUFACTURERS : 

> O 
se) 

O. 





—— : Sah. 


OF 


<3 


In vat, Accurate, rove 
Timed 


Part Business Forms £0 


% 
Or.” 
KN 


a eniied & Smith 5 us 
O forms manifaehirers and business aye 
O tems creators, are repres oas: 
to coast, by outstanding Busined Fe 
O dealers and systems analysts. 


. 4 





O Write for name of your nearest 
representative, 





STEVENSON & SMITH, INC. 


80 Duryee Street 
NEWARK 3, NEW JERSEY 


For More Information Circle No. 383 
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|e Anchors Typewriter Firmly 


Dealers build solid business 
with KEENER rubber bands 


SEND FOR PRICES KEENER RUBBER, INC. 


a30 Commerce Ct. e Alliance, Ohio e Ken Miller, Pres. 
For More Information Circle No. 377 





TYPEWRITER 
PAD by enor 


—_ 


e Reduces Noise 
e Lessens Fatigue «Increases Speed and Accuracy 


Standard & Electric sizes—eggshell, tan, green, gray colors 
*Unda Wunda is a trademark 


Se Seer See. 55 Woodbine Street 


ENOR CORP. Bergenfield, New Jersey 


For More Information Circle No. 376 
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FOR EVERY 
ADMINISTRATIVE EXECUTIVE! 


The Most Helpful , 
New Systems Book In Years! 


THE PLAYSGRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 


by Leslie Matthies* 


Playscript is an effective new technique 
on how to write better procedures, 

Very likely you understand the proce- 
dures you write—but does your staff, your 
subordinates, the people you wish to in- 
structP Chances are mo, according to 
nearly all systems research which indi- 
cates procedure writing as the most stub- 


Playscript gets results. 


born and difficult problem of all adminis- 
trative tasks, 

A procedure should be simply a document 
that tells people how to proceed to do their 
work, The great majority miss the mark. 
They are dull, verbose, -rarely updated. 
Consequently they are not used and fail in 
the basic object of a procedures manual— 
Constructive Action, 


Just a few of its advantages: clear @ easy to write @ readable @ shows up 


empire building @ enormous time-saver @ spotlights duplication of effort 
encourages enthusiasm and participation of colleagues 


‘With today’s volume of paperwork, systems ex- 
ecutives will find THE PLAYSCRIPT PROCEDURE 
compulsory reading. Follow it and you cannot miss 
increasing the administrative efficiency of your 


ze: .. 
183 pages 


* One of the nation’s foremost authorities on systems and procedures, Currently Director of Foundation for Admini 





Research and editor of I “Sy 
of systems men. 


organization. Improves communications at all levels. 
In the few months since publication, this book has 
proven valuable for classroom use in management 
courses. Discounts in quantities of 12, 50, and 100. 


TODAY! 4‘ ‘< 


$5.95 





strative 


ion”, Winner of Systems Man of the Year award 1958, Widely regarded as dean 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. R 


Please send me 


Li | enclose remittance. [7] Send invoice. 


copies of THE PLAYSCRIPT PROCEDURE at $5.95 a copy, postpaid. 


§ 
{no on-epprovals) g 
i 
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old system we estimate we would need 
four people at a cost of $14,000 a year. 

From this labor saving, we should 
deduct $4800 a year for the cost of 
the masters (stationery for the copies 
being the same in any case), and the 
cost to own and maintain a dozen du- 
plicators, another $1500. Deducting 
$6300 from the labor saving of $14,000 
leaves a net saving per year of $7700. 

The one-writing system is simple. 
After the master set is typed and 
checked at any one of the 26 locations, 
it is sent to the plant where that order 
is processed. When passed and checked, 
the master is used to duplicate a set 
of ten order and shipping copies in a 
‘couple of minutes. These are sorted 


for distribution as follows, but can be 
1. customer’s 
salesman’s copy; 


varied in number at will: 
acknowledgment; 2. 





3. regional office copy; 4. order register 
copy for plant use; 5. production con- 
trol copy; 6. foreman’s work order 
copy; 7. superintendent’s copy; 8. ship- 
ping order copy; 9. packing list copy to 
accompany shipment; 10. plant record 
copy. 

On all copies, the usual basic order 
information is duplicated unless blocked 
out for any purpose. From the plant 
record copy, the shipping entries, in- 
cluding quantity and units shipped, 
weights, etc., carbonize through onto 
the packing list, shipping order and 
superintendent’s copy. The plant deter- 
mines the date of expected shipment, 
notes the date on the customer’s ac- 
knowledgment, and returns it to the cus- 
tomer promptly. This notation is car- 
ried through carbon spots to the sales 

henna yah on page 288) 





DO YOU nave MANY ADDRESS CHANGES? 


USE VISI-FREF ADDRESS BOOK SETS 
TO SAVE TIME AND EFFORT 

When you use a Visi-Ref Address Book Set to keep a 

record of your addresses, you will find that changing an 

address is a simple matter of typing up a new form and 

replacing the old incorrect address. No need to re-type a 

, full page of addresses to incorporate the new one. With 
mine Visi-Ref they are always in proper sequence. Three sizes 
Address Book Set available. Write today for catalog and details to Dept O. 


RECORDPLATE CO. 130 N. Fair Oaks Ave. Pasadena, Calif. 


For More Information Circle No. 252 











ALL THUMBS? 


TRY EVANS’ TACKY-FINGER! 


It’s the modern fingertip moistener that speeds up paper handling. 
Stainless — odorless — greaseless . . . it makes messy sponges and 
clumsy finger guards obsolete. One application lasts hundreds of 
sheets. Try it today! Send $6.00 for a dozen boxes or get two 

trial boxes for $1.00. See your dealer or write: 


Evans Specialty Company, Inc. 
P.O. Box 8128, Richmond, Virginia 


For More Information Circle No, 253 
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Laing Is LOMA President 


Charles B. Laing, 
vice president in 
charge of western 
operations, Pruden- 
tial Insurance Co. of 
America, is the new 
president of the Life 
Office Management 
Assn. Hess T. Sears, 
administrative vice 
president, Equitable 
Life Insurance Co. 
of Iowa, is 1st vice president; Harry L. 
Archey Jr., vice president—administration, 
Fidelity Mutual Life Insurance Co., is 
2nd vice president. Three new directors 
were also elected: Harry W. Kenney, vice 
president and controller, Kansas City Life 
Insurance Co.; Charles W. V. Meares, 
vice president in charge of insurance op- 
erations, New York Life Insurance Co.; 
A. C. Vanselow, vice president and con- 
troller, Franklin Life Insurance Co. 


Charles B. Laing 


ISM’s Successful Meeting 


A near-record attendance of over 1000, 
plus 25 exhibitors including three actually 
operating large-scale computers, featured 
a successful 14th International Systems 
Meeting, Oct. 8-11, in Cleveland. The 15th 
ISM meeting of the Systems & Proced- 
ures Assn. is scheduled for Boston, Oct. 
29-31, 1962. For further information, write 
John M. Sinclair, Bentley College, 921 
Boylston St., Boston 15. 


CIA Conference in Chicago 


The 30th annual conference of the Con- 
trollers Institute of America will be held 
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Nov. 5-8 at the Palmer House, Chicago. 
Charles F. Axelson, U. S. Gypsum Co., 
is general chaizman of the executive com- 
mittee. Raymond H. Giesecke, McGraw- 


Edison Co., is vice chairman and Donald 
V. Maxfield, Continental Casualty Co., is 
secretary. Financial officers of 15 Chicago 
companies form the committee which is 
planning the convention. 


2000 Attend ACM Meeting 


The 16th national conference of the 
Assn. for Computing Machinery in Los 
Angeles was attended by more than 2000. 
It was the first ACM conference to include 
equipment exhibits, the first to be held in 
a hotel instead of on a university campus, 
and the first to indicate the association 
may be interested in taking a place among 
sponsors of large-attendance conferences. 


To Maintain MICR Standards 


Responsibility for maintaining the sig- 
nal level standard of MICR documents is 
being assumed, at the request of the man- 
ufacturers of bank equipment, by the 
Research Institute of the Assn. for Bank 
Audit, Control & Operation. The institute 
will provide standard test documents to 
banks, bank equipment manufacturers and 
imprinters of MICR documents for a 
charge covering only basic costs. 


Recruiting in Colleges 


The second annual seminar on recruit- 
ing college graduates, conducted by the 
Institute of Occupational Research, dis- 
closed that recruiting costs per man hired 
range from as little as $500 to as much 
as $5000. The ratio of campus interviews 
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O Fpys tO © Easier Filing 
[] Higher Morale 
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[] Increased Efficiency 
[] Error Reduction 
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First and foremost in its field, Visi-Shelf is the only con- 
cept of filing, conceived and engineered specifically for 
the express purpose of shelf filing. 


Developed to meet the constant problem of crowded filing 
areas and overcrowded files, the Visi-Shelf filing system 
has solved these problems by making it possible to file 


“MORE THAN TWICE AS MANY RECORDS IN THE SAME 
FLOOR SPACE” 


Visi-Shelf File, Inc. Dept.8 
105 Chambers Street 
New York 7, N.Y. 








3 Series — 2 Widths 


TT i 
£ 2 0) 2) 
te abe th at 


(30” & 36”) — 4 Heights 





= 96 Filing Combinations 




















Bag 
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Exclusive VS features include: 
Finger Tip Compressors 


® Positive locking 
@ Free movement 
@ Fully adjustable 


Please send catalog and complete details ADDRESS .....ccscssrmseenenne ‘avainaniiia - 


of the Visi-Shelf Filing System. 


CITY. ZONE STATE 





For More Information Circle No. 225 











MASTERS 


Designed in various 
sizes, coated or non- 
coated, tailored to 
meet all office and 
school needs. Available 
in purple, red, green, 
blue and black. Beau- 
tifully packaged and 
identified. Ask for 
FREE samples. 





r= 


DUPLICATOR 


Hand or electric, the fin- 
est in sturdy, trouble-free, 
operating performance. 
Single lever operation. 
Wick or roller moistening 
system at your option. No 
difference in cost. Experi- 
ence based on years of 
know-how assured. 





combination 


duplication: ttn! 








FLUID 


An exacting formula, 
scientifically developed 
for all liquid or other 
direct process duplica- 
tors. In gallon cans or 
steel drums. No offen- 
sive odor or impurities. 
Produces bright copies 
immediately, ready for 
distributing. 








1201 CORTLAND STREET 
CHICAGO 14, ILLINOIS 


For More Information Circle No. 432 
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to men hired is about 30 to one. Recruit- 
ers, to meet their quotas, must make more 
offers than they expect to be accepted. In 
contrast to industrial practice, some gov- 
ernment recruiters make binding job offers 
on campus because they are not permitted 
to pay the expenses of applicants for 
plant visits. Some candidates still submit 
exorbitant expense accounts for plant vis- 
its, and one company tells the candidate in 
advance what the company will and will 
not pay for. Several companies found 
their acceptance rate lower this year than 
last, but one company’s was higher. 


Dr. Hayden Heads CPS Institute 


The Institute for Certifying Secretaries, 
a department of National Secretaries Assn., 
elected Dr. Carlos K. Hayden, College of 
Business Administration, University of 
Houston, dean of the institute. Assistant 
dean is Dr. Mina Johnson, San Francisco 
State College, Calif.; secretary is Athene 
B. Bates, CPS, Canoga Park, Calif. 


City-Wide Charge System 


A city-wide charge account numbering 
system is showing benefits for eight retail 
stores in Tulsa, Okla., with a charge-plate 
program. The Diebold Alpha Numeric 
System (DANS) is used in the banking 
field, but this is its first application to a 
city-wide account system. Participating 
stores will be able to centralize major 
portions of their credit operations. 


Where Deafness Is an Asset 


There’s one place in the industrial 
world, according to the newsletter of 
Western Girl, Inc., where partial, or even 
total, deafness can be an asset: in an ex- 
ceptionally noisy office. A slightly deaf 
person can hear normal conversation over 
the hubbub of machine noise better than 
one with normal hearing. A totally deaf 
person who can lip-read would have no 
problems in communication when work- 
ing in such surroundings. Noise is one 
of the greatest fatigue-producers that an 
employee can encounter. In an exception- 
ally noisy place, skilled deaf workers can 
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work without the headaches and nervous 
strain suffered by those with good hearing. 
Some firms have adapted the sign language 
used by deaf employees for use by em- 
ployees with normal hearing to pass in- 
formation without having to shout. 


Microfilm Service 


Fulfillment Corp. of America, a special- 
ized service division of Stanward Corp., 
Marion, Ohio, announced a new general 
microfilming service for government and 
industry. According to Stanley K. Franks, 
vice president, this complements their 
Federal cataloging work that involves 
preparation of item descriptions and hand- 
books showing millions of illustrated parts 
breakdowns and lists. 


Preventing Embezzlements 


Most of last year’s bank embezzlements 
involving more than $100,000 could have 
been prevented, according to John N. 
Raleigh, technical division director, Assn. 
for Bank Audit, Control & Operation, if 
personnel were compelled to take annual 
vacations and if their duties were properly 
segregated with proper rotation of duties. 
In 32 of the 36 cases, the frauds were 
committed by bank officers. 


Much Paperwork for Missiles 


One-fifth of all workers in missile and 
spacecraft manufacturing are office per- 
sonnel, according to the Bureau of Labor 
Statistics of the Dept. of Labor. This 
proportion is higher than in most other 
industries because spacecraft are custom 
built under an elaborate system of con- 
tracts and subcontracts which require 
many office workers to negotiate, super- 
vise and administer. An estimated 50,000 
subcontractors produce guided missile 
components. 


Railway Systems Men Meet 

The Railway Systems & Management 
Assn. will hold its 1961 convention at the 
Hotel Knickerbocker, Chicago, Nov. 15- 
17. Theme of the meeting is “Effective 
Information Means Effective Control.” 








Order-Invoice System 


(Continued from page 283) 


and order entry copies. 

After shipment has been made and 
the shipping information has been 
processed, with invoice number, date 
and extension added to the master by 
the billing clerk, an invoice set of 11 
or more copies is run: 1. customer’s 


invoice, original; 2. customer’s invoice, 
duplicate, with as many additional cop- 
ies as requested; 3. salesman’s copy; 
4. district manager’s copy; 5. division 
manager’s copy; 6. accounts receivable 
(sent to the main office); 7. main office 
extra copy; 8. office record of invoice 
(to invoice control in billing depart- 
ment); 9. tabulating department copy; 
10. inventory control copy (plant use); 





11, notice of ship- 
ment (with as 





Bk 


AVERY TABULABELS'CY 


many extra cop- 
ies as requested). 





| The original self-adhesive, pin-feed labels for data pro- 
cessing use. 1. Self-adhesive — four times easier to 
apply. 2. Precision die-cuts — just peel and press in 
place. 3. Pure white, smudge-proof stock — 
better, never smears. 4, Clean punched pin-feed holes % 


—no “confetti”. 


addressing, filing, coding and countless other uses, 


WRITE TODAY FOR FREE SAMPLES 


adhe 


no moistenin 


sticks wi 


Avery Label Company—A Division 
of Avery Adhesive Products, Inc. 
S. California Ave., Monrovia, California 


5. No bent edges or “dog-ears’ 


Practically half 
our billings are 
made on multiple 
shipments, and 
for order process- 
ing and ship- 
ment, as well as 
invoicing, the 
same master is 
used to run all 
the necessary 
back - order ship- 
ping papers, with 
the addition of a 
small variable. 
The variable 
shows the balance 
on order, ship- 
ment number, 
quantity and 
units shipped and 
amount, which 
permits the easy 
production of a 
back-order billing 
set without re- 
writing all the 

' basic information. 
As many as 50 


+ : 


looks 


’, For 








For More Information Circle No. 256 
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ar s THE IMPRESSION THAT COUNTS” 
































NYLON IMPRESSION FABRICS 
FOR ALL MECHANISMS 


From the typewriter to the new Electronic Data 
Processing High Speed Printers 





Nylon fabric woven by Burlington Industrial Fabrics Co. STANDARD PRODUCTS 
America’s #1 producer of man-made industrial fabrics, \S 


STANDARD PRODUCTS CORPORATION 
21 WEST 18th STREET, NEW YORK 11, N.Y., U.S.A. 


“SUPPLIERS TO THE CARBON AND RIBBON INDUSTRY FOR OVER 50 YEARS” 


For More Information Circle No. 437 





IN YOUR COMPANY? 


ae What is Policy? 
we What are the 7 marks of a Useful Report? 
How can we write procedures so 
anyone can understand who does 
what and when? 
@ How do bootleg forms affect office costs? 
Will Electronics solve your 
office problems? 
‘6 ) Is an organization chart A Useful Tool? 


Each of these questions is answered in separate 
issues of SYSTEMATION, a new service bya45 
year old management service company. 


SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


[ FREE] <P: of issues answering any 
two of the above questions. 
* Di *_* of 
SYSTEMETION e rrsititn co 


Dept. A-521, P. 0. Box 800, Tulsa 1, Oklahoma 














EVER-SAFE Storage Chest and 
Posting Trays — One Complete Unit 


Certified Fire 
Protection 
1700° F. { Hour 


1300 Package Consists of: 


1 No. 1313 FIREPROOF CHEST 
with 15°" U.L. Approved Insulation. 
2 No. 5585 POSTING TRAYS 
for sheet size 5/2"' wide x 8'/2"' high. 
Capacity 2000 Sheets per tray. 
2 Sets 25 DIVISION CELLULOID 
TABBED INDEX 
Simplified credit system available. 
Write for complete information. 


EVERSAFE C Lig rh esarmng or ng 








For More information Circle No. 320 ae 





Wilhelm DreusickezCo KG 


NION-TYP 

WRITER PARTS AN ALT 
BERLIN W35 LUT 

WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 379 
290 








For More Information Circle No. 378 


Every Secretary Needs a 


Saves time 
Increases accuracy 
Saves your eyes 
Lasts for years 


Copy Holder $14.95 
Lucite Magnifier 3.95 desk at reading 


Sample Offer angle. 
Holder & Magnifier ppd. 9.50 

Scotty Engineering Company 
78 First Street, San Francisco 5, California 


DEALER INQUIRIES INVITED 


For More Information Circle No. 390 
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America’s finest 
all-around Copy 
Holder. 

Holds a sheet 
or a book. 

Sits firmly on 








OF FICE~-ODEON 


I'm so glad you 
like my typing, 
Mr. Gilbert. 


Greta Garbo and John Gilbert 


multiple shipments often are made from of the shipping papers and the invoice 
original master and variables. On 50% master are required beyond the entries 
of the shipments, therefore, no rewriting on the small variable master. 


Ne, 


gy ~ Pa A light touch removes a single letter, or a word—quickly and neatly— 


without carbon shield. Beautiful life-time plastic case, reloads with 
y)) long-lasting FybRglass Refills (2 for 25c) in 15 seconds. Order from 
dealer or send 50c and dealer’s name. 


THE ERASER CO., INC., 1068 S. Clinton St., Syracuse 4, N. Y. 


For More Information Circle No. 354 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 


MFG. CO., INC. BUSINESS FORMS 








P. O. Box 243, Winthrop, Maine RE os 
LIGHTWEIGHT WEATHERPROOF 





For More Information Circle No. 355 
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RCA, Bull Agreement 

The largest commercial sale of elec- 
tronic data processing equipment ever 
made, according to RCA, and the signing 
of a patent licensing and technical infor- 
mation agreement were announced by 
Radio Corp. of America and Compagnie 
des Machines Bull of Paris, France. Under 
the multimillion dollar international agree- 
ment, Bull has placed an initial order with 
RCA for a minimum of 50 and a maxi- 
mum of 100 RCA data processing sys- 
tems. Shipments are scheduled to begin 
in quantity by next July and be com- 
pleted in 1964. Shipment started with an 
RCA 301 which was displayed at the Paris 
International Business Show (SICOB). The 
French company plans to market the RCA 
systems as the Gamma 30. RCA is mak- 
ing circuitry changes for compatibility with 
Bull’s code and European language char- 
acter changes, and is conducting courses 
in Paris to instruct Bull personnel. Under 
the patent license agreement, RCA granted 
Bull nonexclusive licenses to manufacture 


equipment. Bull granted RCA nonexclu- 
sive licenses to manufacture and sell data 
processing equipment, with exception of 
punched card equipment 


VarilTyper Appointments 

J. J. Oppasser, vice president-distribu- 
tion, Varilyper Corp., announced appoint- 
ment of William B. Henaghan as national 
sales manager and Jack M. Lewis as 
Washington, D. C., sales manager. Mr. 
Henaghan has sold for VariTyper for ten 
years, beginning as a salesman in a branch 
office. Mr. Lewis will specialize in govern- 
ment sales. 


Litton to Acquire Eureka 
The Business Machines Group of Lit- 


will acquire Eureka 
Specialty Printing Co., Scranton, Pa., if 
plans now underway are approved. Fred 
R. Sullivan, senior vice president of Litton 
and chairman of the Business Machines 
Group, and James H. Dunham Jr., presi- 


ton Industries, Inc., 





Ponecsscovsss eovennenccaneinn 
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“The world’s largest and 
most powerful electronic 
computing center” will be 
installed by C-E-I-R, Inc., in 
this building at a cost of $15 
million. It is the first of five 
buildings that will become 
Technology Square in Cam- 
bridge, Mass., a scientific re- 
search complex developed 
jointly by Massachusetts 
Institute of Technology and 
Cabot, Cabot & Forbes Co., 
Boston, to serve the eastern 
half of the U. S. 
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NEW] STENQTAPE 711 DICTATING 
TRANSCRIBING SELF-POWERED PORTABLE 











Remote “Command” 
Hand Microphone 


IF YOU'VE SEARCHED FOR A MINIATURE SELF- POWERED DICTATION MACHINE 
AND FOUND THEM SHORT ON PERFORMANCE, SEE THE NEW STENOTAPE 711 


This transistorized self-powered portable has CHECK THESE FEATURES: 

every feature you have ever wanted inaport- ° Remote “Command” hand microphone controls 

able dictating machine. Take its 4 pounds of ° Remote foot pedal transcribing controls 

power anywhere and dictate everything. Dictate * Weighs cnly 4 pounds 

for two hours. Operates 30 hours on six inex- ° Miniature size—2” high x 6” deep x 7” wide 

pensive penlight cells. Its standard 1% and ® Powered by six inexpensive penlight cells or 

3% ips speeds give you complete compatibility AC current 

with all other StenOtape machines and all stand- ¢ Two full hours of dictation time 

ard tape recorders. e True fidelity big sound 

Supplied complete with hand microphone; earphone for “poe while dictating or transcribing; reel of tape 
and extra reel; genuine leather carrying case $19995 Plus FET FULL YEAR GUARANTEE 


Seed 

AMERICAN GELOSO ELECTRONICS, INC., Dept. a | 

251 Park Avenue South « New York 10, 

Ask your dealer to In Canada: CANADIAN GELOSO ELECTRONICS, LTD. 
demonstrate the 700 Weston Rd., Toronto 9, Ontario 


versatile StenOtape Tell me more about the amazing StenOtape 711 | 
% 3/10 Dictating and be sure to include the name of my nearest 


: Ae) Transcribing machine. — 
Compatible three Name 
speed / 10 hour Company 
dictation partner 
of the StenOtape 711. Address Tel 
} City. Zone State 


For More Information Circle No. 409 
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The FLAGSHIP Line of metallic back car- 
bon papers has earned its number one rating 
by superior performance. When you offer 
FLAGSHIP your customers get longer wear, 
cleaner copies without feed-roll streaks, and 
the non-slip and ease of handling features that 
only FLAGSHIP provides—all at no extra 
cost! Ask the dealer who has a FLAGSHIP 
franchise and he'll tell you that with 
FLAGSHIP you’ll sell more carbon easier 
than you ever have. And repeat orders go to 


you because your franchise is protected. 

But FLAGSHIP is only a part of a broad 
line of fine Allied products—for every dupli- 
cating need from orange diazo carbons, a 
complete line of spirit products, to fluid- 
eradicable ribbons. 

The franchise may be open now in your 
vicinity. 

Write today for more information on how 
to make your carbon and ribbon sales an 
important profit producing source for you. 


ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Foctory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 438 
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dent of Eureka, said directors of both 
companies have approved acquisition 
plans. Purchase of the assets of the pri- 
vately-held Eureka company will be made 
for an undisclosed amount of Litton stock. 
Eureka’s products include trading stamps, 
tax stamps, adhesive labels and, through 
its Pee Cee Tape & Label Co. Div., pres- 
sure sensitive printed paper products. With 
its principal plant in Scranton, Eureka has 
1000 employees and plant facilities of 
more than 350,000 sq. ft. Sales exceed 
$10,000,000 annually. 


Bemis Acquires Plastic Film Co. 

Bemis Bro. Bag Co., announced an 
agreement with Plastic Film Co., Plain- 
field, Conn., to acquire its assets and 
business, as of Jan. 2, 1962, according to 
a joint announcement by chairman F. G. 
Bemis and William B. Nichols, president 
of Plastic Film which specializes in coating 
and laminating paper, plastics, foil and 
films. This is the fifth subsidiary which 
Bemis has acquired or formed, one being 
Rose Ribbon & Carbon Mfg. Co. 


ATF Appoints Robert Pierson 
American Type Founders Co., Elizabeth, 
N. J., announced the appointment of Rob- 
ert C, Pierson as advertising account super- 
visor for its Business Equipment Div. 


Caldwell Harper Heads NSOEA 


Caldwell Harper, 
president, Harper 
Bros., Inc., Green- 
ville, S. C., was 
elected president of 
the National Sta- 
tionery & Office 
Equipment Assn. He 
was NSOEA vice 
president and chair- 
man of the Distrib- 
utors Div. More 
than 2500 persons attended the conven- 
tion which was held at the Conrad Hilton 
Hotel, Chicago, Sept. 23-26. 


Caldwell Harper 


New Xerox Position 


Donald L. Clark was named to the new 
position of manager of marketing for 
Xerox Corp. He joined Xerox in 1954 
and served as manager of office copier 
sales since 1959. Prior to that he was 
manager of new product sales, eastern 
zone manager and special assistant to the 
branch sales manager. Mr. Clark will re- 
port directly to C. Peter McColough, vice 
president in charge of sales. Reporting 
to him will be the managers of standard 
Xerox sales, Copyflo sales, office copier 
sales, and varicus service groups. 


Officers of the National Assn. of Photo-Lithographers, left to right: William J. Stevens, 
executive vice president; George G. Carnegie, secretary; J. Tom Morgan, president; 
Milton Hudders, vice president; William H. Glover, treasurer. 
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The New MANUAL OF BUSINESS 


FORMS 


A Valuable Guide for: 


e OFFICE EXECUTIVES 
e SYSTEMS ANALYSTS 


e DATA PROCESSING 
DIRECTORS 


e PURCHASING AGENTS 


$4.°° a copy 


Shows how to design and use the tremendous number of forms constructions 
available today. All are described so that you can choose the best type for 
any particular system or operation. Time studies of forms processing operations 
pinpoint the basic advantages and disadvantages of the different constructions. 
There are chapters on envelopes, tags, paper used in forms, carbon and carbon- 
less papers, forms handling equipment, pegboard forms, salesbooks, stock forms, 
duplicating masters, check forms and magnetic ink, punched cards and auto- 
matic data processing ferms. 


FORMS MANAGEMENT is covered in a THIS MANUAL OF BUSINESS FORMS contains 
chapter containing all new material. It 236 pages with over 170 charts and illustrations, 
tells how to organize and operate G  inciuding 100 pages of informative advertising 
forms design and control program, how 
to report accomplishment to manage- to guide the reader in locating the best sources 
ment, when and how to buy or print your °f supply. $4.50 a copy postpaid to U.S. and 
own forms. possessions, Order your copy today! 





Consolitates Names Moynahan 
Harold J. Moyna- | 


han was named di- | 


rector of the Deal- 
ers’ Sales Div., Con- 


solidated Business | 
Wil- | 


Systems, Inc., 


liam Pierce, presi- 


dent, announced. He | 


will be in charge of 


sales to the trade, | 
and will also direct | 


Harold 3. Moynh 
eos — the company’s Stock 


Forms Div. Mr. Moynahan was formerly 
vice president of sales and director of 
Rogersnap Business Forms, Inc., Dallas. 


He was also sales manager for Logan | 


Business Products and manager of sales 
promotion, Dealer Div., Philip Hano Co. 


PR Manager for BEMA 

Richard L. Waddell was named director 
of public relations for Business Equip- 
ment Manufacturers Assn’, according to 
Harry C. Anderson, president. He will be 
responsible for a public relations program 
aimed at broadening activity of the indus- 
try as a whole, Mr. Anderson said. 


Ditto Vice President 

Scott Harrod, president and chief ex- 
ecutive officer, Ditto, Inc., announced elec- 
tion of James L. Morrissey as vice presi- 
dent-manufacturing. Mr. Morrissey joined 
Ditto in 1960 after extensive experience 








The diazo industry has adopted this sym- 
bol developed by the Market Development 
Committee of the National Assn. of Blue- 
print & Diazotype Coaters. It will be used 
on advertising and promotional material 
ef member firms. 
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MW W Daner. 
1 Welder: 


Fastens Paper Using Nothing 
But the Paper Itself! 


* No Refills 

* No Clogged 
Machines 

* No Staples to 
Remove 


* No Bulky Files 

* Paper Easily 
Unlocked, No 
Tearing 

* Welded Papers 
Lay Flat 

It Costs Nothing To Press The Handle 


A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 16# paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 

PAPER WELDER, INC. Medina, N. Y. 

For More Information Circle No. 266 














FEDRON 


Platen Reconditioner 


Wipe on FEDRON and restore type- 
writer and business machine platens 
to new, resilient, slip-proof condi- 
tion. Cleans type too. Write for 
bulletin. 
FEDERAL MINING & MFG. CO. 
222 Kearney Ave., Jersey City 4, N.J, 


For More Information Circle No. 265 
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IT’S EASY-FLO! 


a + 
7 


A Better Anti-Offset 
Spray For 
Finer Offset-Free Printing 
SAVE TIME, SAVE TROUBLE 
PREVENT WASTE, MAKE 
MORE PROFIT 


write or wire collect for dealer information 


EASY-FLO SPRAY CO. 


544 W. Colorado St., Glendale 4, Calif. 








For More Information Circle No. 380 


America’s quality 
drawing and com- 

' puting devices ap- 
proved by artists 

»' and draftsmen. 
| They like their ac- 

* curacy, their trans- 
parency, the ease 

’ of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squares, 
Protractors and 

many others. Send 
for free Catalog 


THE C. THRU RULER CO. 


HARTFORD, CONN., U.S.A. 


For More Information Circle No. 382 








Lhd REX 


SPOSABSBLE CARBON SETS | 


. FOR MAXIMUM 
TYPING 
EFFICIENCY 


THE LETTEREX CORPORATION 
Washington 24, D. C. 
(a division of Allied Paper Corporation) 














SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


*“*BUEROMARKT’ (Office Market) General 
guide, semi monthly, printed in GERMAN $9.05 
‘DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German 


combined only $17.55 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty S#. ° New York 6, N. Y. 
Tel. BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 








For More Information Circle No. 381 
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For More Information Circle No. 391 
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West coast office 
and service center 
of Facit, Inc., in 
Burlingame, Calif., 
south of San Fran- 
cisco. First floor 
has display area, 
warehouse and 
service facilities. 
Executive _ offices 
are on the second 
floor. 


in the electronics field. He also served 
several years in a senior capacity with 
A. T. Kearney & Co., management con- 
sultants. 


Postalia Eastern Distributor 


Tele-Norm Corp.’s Postalia Div., an- 
nounced that Cutler-Federal, Inc., formerly 
Federal Equipment Co., manufacturers of 
office mail chutes, is exclusive distributor 
for the eastern U. S. of the new Postalia 
Postage Meter. 





Photek Appointments 


John J. Murphy was appointed national 
service manager for Photek, Inc., and will 
be responsible for developing and super- 
vising the company’s machine maintenance 
and service program nationally. Former 
acting branch manager for Photek’s New 
York office, He came to the company 
from Minnesota Mining & Mfg. Co., 
where he held a supervisory position in 
its field sales and service administration. 
Stuart C. Plettner joined Photek in 





World’s Largest Selection of 


REBUILT & GUARANTEED 


OFFICE MACHINES 


e ADDRESSOGRAPH, SPEEDAUMAT, GRAPHO- 


TYPE, ELLIOTT, CABINETS & SUPPLIES 


© ADDERS, BOOKKEEPERS, 
COMPTOMETERS, TYPEWRITERS 


@ OFFSET and DUPLICATING MACHINES 


DEALERS’ DISCOUNTS 


choice of thousand SELECT ROUGH Machines 





> 
Sdniaav® s 





aes ys 
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CALCULATORS, 


Every Make - Every Mod 


Off the Cost 
of New Machines 


| Ask for 24-page Illustrated Catalog 








affiliate of ADDRESSING MACHINE & EQUIPMENT CO., INC. 
INTERNATIONAL OFFICE APPLIANCES, INC. 


326 Broadway, New York 7, N. Y. WOrth 2-3200 


For More Information Circle No. 285 





s. 


Oxford Filing Supply Co. will open this new factory in St. Louis early next year. It 
will have 50,000 sq. ft. of factory area and 2500 sq. ft. of air conditioned office space. 


the new position of director of machine 
development, and assumes responsibility 
for all activities involving consumer ma- 
chine products. He came to Photek from 


until the present he was manager, Slide 
Projector Div.; from 1956-57 he was man- 
ager, military program, and from 1949-56 
served as chief engineer, microfilm and 


Bell & Howell Co., where from 1957 military products. 





TRY THIS 
NEW WAY TO 
CORRECT TYPING ERRORS 


Bid goodbye to old-fashioned erasure smudges. With 
new, fast drying SNOPAKE as a desk mate, typists 
can rest easier when they make an occasional mis- 
take. Merely paint on SNOPAKE, let dry for a few sec- 
onds, then type right over the area without removing 
the sheet from the typewriter. Use on letters, in- 
voices, statements, reports, etc. Saves hours of 
time on typing for photographic reproduction — elimi- 
nates costly cutting out or pasting over. Makes a 
perfect job every time. Artists, too, find SNOPAKE 

far superior to any opaquing solution now known, 


Special Prial Ket, $7.00 


Stationers ond art supply dealers everywhere carry the Introductory Kit consisting of a bottle 
of SNOPAKE and a bottle of thinner. If not available locally, send $100 for this handy kit. 


LITHO-ART PRODUCTS, Inc. 3403 N. Jannsen Ave. 


For More Information Circle No. 246 
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Chicago 13, Ill. 





Thomas Sales Manager 


Thomas Collators, 
Inc., 100 Church 
St.. New York 7, 
N. Y., announced 
promotion of Guy 
Reny to_ general 
sales manager. His 
responsibilities in- 
clude supervision of 
five regional man- 
agers and coordina- 
tion of dealer sales 
and service. He will also establish closer 
liaison with the company’s overseas oper- 
ation. Mr. Reny joined Thomas in 1958 
as regional sales manager. He had served 
as eastern area manager for Electronics 
Corp. of America, Boston, and as sales 
representative with the Boston branch of 
the A. B. Dick Company. 


ia BS 


Guy Reny 


Theodore M. Gilbert Dies 


Theodore M. Gilbert, president, Gilbert 
Paper Co., Menasha, Wis., died suddenly, 
Sept. 17, at the age of 61. Grandson of 
William Gilbert, founder of the company, 
he became president in 1954. 


Looking over first shipment of Apeco 
Electro-Stat dry photocopiers are Clayton 
L. Rautbord, senior vice president (left) 
and Meyer L. Sugarman, assistant vice 
president in charge of product research. 
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| Write for catalog giving full 


Some Day You May 
Wish You’d Bought This 


NEW 
Auto-Shred 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands—after someone thought 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
hardly know it’s being used. It has an auto- 
matic hopper that will take up to 100 sheets 
of paper at a time and a gravity hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


information and 10 day free 
trial offer. 





SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No. 247 
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New! The “909” Copier 
Copies Anything 
for Keeps! 


Outstanding Features: 


“909” COPIES PERMANENTLY 

High contrast black-and-white copies on bond- 
quality paper not affected by heat, light or humidity. 
“909” COPIES QUICKLY 

All electric, just plug it in and touch a button.) 
“909” COPIES CLEANLY 

Ready-to-go cartridge—simplest, safest developer 
set-up. 

“909” COPIES EASILY 

A single master exposure dial to simplify every 
copy application. Mastered in moments by anyone. 





PHOTOSTAT 


COPIERS 


FROM SQQ30 


BE PHOTO-EXACT WITH PHOTOSTAT — only complete line of 


equipment and supplies for microfilm - offset - photocopy - copier 
Offices in all majer U.S. and Canadian cities. 


Su Yow Pass na es Cena nee | oa PHOTOSTAT CORPORATION 


Dealer Inquiries Invited — Write ROCHESTER 3.N.Y..A SUBSIDIARY OF Itek CORPORATION 
For More Information Circle No. 434 
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tc CALENDAR 


Controllers Institute of America, Palmer 
House, Chicago, Nov. 5-8. 


Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 


Eastern Joint Computer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 
Dec. 12-14. 


1962 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 5-8. 


Business Equipment Manufacturers Assn. 
(formerly OEMI), McCormick Place, 
Chicago, Apr. 9-13. 


National Paper Trade Assn., Waldorf- 
Astoria, New York, Apr. 15-18. 


Ist Annual Office Machines Week, in U. 
S. and Canada, Apr. 22-28. 


National Microfilm Assn., Mayflower 
Hotel, Washington, D. C., Apr. 25-27. 


National Office Furniture Assn., Barbizon- 
Plaza Hotel, New York, Apr. 26-29. 


National Office Management Assn., San 
Francisco, May 20-24. 


Insurance Accounting & Statistical Assn., 
Royal York Hotel, Toronto, June 4-6. 


National Business Show, Coliseum, New 
York, June 4-8. 


National Office Machine Dealers Assn., 
Minneapolis, June 24-27. 


National Assn. of Accountants, Conrad 
Hilton Hotel, Chicago, June 24-28. 


National Assn. for Bank Audit, Control & 
Operation, American Hotel, Bal Har- 
bour, Fla., Oct. 22-24. 


MOVE LOADED DESKS in SECONDS 


“DESCOLATOR" 


For Large Bidgs., Insurance Co’s., Banks 
The DESK DOLLY that raises, lowers 
fully loaded desks (of 750 Ibs.) in 


one motion. Easily rolls into position 
(1 man _ operation). Steel frame. 
Light weight (35 Ibs.). Fully tested. 
Only $95.00 to rated companies. 


F.0.B. Milwaukee. 
locks in one motion. No need 


S & G ENTERPRISES, INC. 
7052 N. 76th St. Milwaukee 23, Wis. deck tee? drawers or clear 


For More Information Circle No. 365 
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For Leg Base Desks. Locks 
in one quick step. Adjustable 
arms extend outward. 


For Island Base. Raises and 





Acco Products 

Acme Visible Records, 

Addressing Machine Co. of California 
Allied Carbon & Ribbon Mfg. Corp. 
All-Rite Pen, Inc, 

American Automatic Typewriter Co. ............ 
American Data Machines. Inc. ........ 
American Geloso Electronics, Inc. .......... 
American Kleer-Vu Plastics, Inc. 

American Numbering Machine Co., 
American Stencil Mfg, Co 


American Type Founders Co. Seip naaginaes 138, 


Ames Supply Co. 

Arlington Aluminum Co. 

Arrow Fastener Co. 

Associated Industrial Designers ................ 
Atlas Stencil Files Corp, 

Automated Gift Plan, Inc. 

Avery Label Co. 


Bankers Box Co. 

Bankers & Merchants, 

Barkley & Co., C. L, 

Basten, Peter 

Bates Mfg. Co. 

Beck Duplicator Co. 
Bergstrom Paper Co. 
Bevco-Precision Mfg. Co. 
Bohn Duplicator Co. (Contex) 
Bohn Duplicator _ (Mimeograph) — 
Borroughs Mfg. 

Burton Mount eng 

Business Electronics, 


C-Thru Ruler Co. 

Can-Pro Corp, 

Carbon Business Forms Co. ..... 
Cashere Corp. 

Catskill Craftsmen, rt Rae a 
Challenge Machinery Co. . 
Champion Paper & Fibre Co 


Chandler & Price Co. .... 
Cheshire Inc. .. 

Chesley Industries, Inc. 

Chicopee Mills Inc. ; 
Cincinnati Time Recorder Ce.. * 
Clarin Mfg. Co. ...... - 
Clark, Inc., Keith . 

Codo Mfg. Oem. ..... 

Cole Steel Equipment Co. 

Colonial Carbon Co. . 

Columbia Ribbon & Carbon Mfg. Co, 
Colwell Litho Products, Inc. 
Communications Contro! Corp. ... 
Comptometer Corp. 

Copycat Corp. .........-...-. 
Copy-rite papaeter & Supply Co. 
Cotterman, 

Covercraft Co. 

Curtis-Young Corp. .. 


Delplanque, Ets. L 
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33. 34, 67, 68, 207, 208, 241, 
23 


Dick Co., A. B. 

Dictaphone Corp. 

Dieh| Calculating Machines, Inc, ‘ 

(RRR gS 2 aes re Inner Back Cover 
Doolittle & Co. 

Dreusicke & Co. K.G., Wilhelm 


Eastman Kodak Co. (Ektalith) ....... 
Eastman Kodak Co. (Verifax) ............ 
Easy-Flo Spray Co. 

Ecusta Paper Operations .......... 
Eichner Organisation ................... 
Elliott Industries, Inc. ...... 

Enor Corp. 

Eraser Co. .. 

Esleeck Mfg, i a 

Evans Specialty Co. 

Eversafe Co. 


Faber-Castell Pencil Co., A, W. 

Faber, Inc.. Eberhard 

Fabbrica Italiana Macchine Aziendali s. rl, 
5 cave ie chriin seasick Slew casansee he "170, 
Federal Mining & Mfg. Co. 

Felins Tying Machine Co, ............ 
Flash Filing, Inc. . ; 

Pigtcear: Paper 0. 6.6 <0). 600568: 

Force & Co., Wm. A, ... 

Formfoto Mfg. Co. 

Forms, Inc. .. 

Fraser Paper, 

Friden, Inc. 


Gardner Stamp Co. 

Gates Acoustinet, Inc, 
Gillotte Co., R. °. : 
Globe-Wernicke Co. 

Graff Co., George B. .. 
Graphic Calculator Co. . 
Graphic Systems ...... 
Groveton Papers Co. ......... 


H-O-N Co 

Halverson Products Co. 
Hamilton — Co. 

Hardin Milo .... 
Harris- 9 ivi Co. 

Harter Corp, 

Heller Roberts Mfg, Corp. 
Heyer, Inc. . "eat 
Hunt Pen Co., . 3 ‘Howard .... 
Hush-A-Phone Corp. . 
Hygienic Dental Mfg. Co. 


Industrial Shredder & Cutter Co. vs 
Inter-Continental Trading Corp. ..... 
International Business Forms, Inc. ........ 
International Office Appliances Inc. 
Interstate Metal Products Co. 

Interstate Rubber Products Corp. .. 
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Jasper Desk Co, 
Jasper Office Furniture Co. ................0e0- 


Keener Rubber, Inc. 
Kimberly-Clark Corp, 


Lagomarsino-FAl 

Lassco Products, 

Lee Products Co, 

Lennox Distributors Division 
Letterex Corp. 

Litho-Art Products, Inc. 
Litho Research, Inc. 


Magnetic Aids, Inc. 

Mailers Equipment Co. 

Marginator Co. 

Martin-Yale Inc. ER ae bee 

Master Addresser Co. 

Meilink Steel Safe Co, 

Mercury Industries, Inc. 

Methods Research Corp. 

Michael Lith Sales Corp, (Destroyit) 

Michael Lith Sales Corp. (Triumph) 

Miller-Trojan Co. 

38 eae 

Minnesota Mining & Mfg. Co. 
(Magic Mending Tape) 

Minnesota Mining & Mfg. Co. 
(Microfilm Products) 

Minnesota Mining & Mfg. Co. (Thermo-Fax) . 

Monroe Calculating Machine Co. 
(Accounting Machine) 

Monroe Calculating Machine Co. 
(Calculating Machine) 

Moore Business Forms, Inc, 

Moore Inc. 

Morphy- Richards, Inc. 


N B Jackets Corp. ... 
National Bundle Tyer Co. 


275 
National Cash Register Co, (Adding Machine) 16! 
48 


National Cash Register Co. (NCR onentie 
National Plastic Products Co, .. 

Nippo Machine Industry Co., 

NuArc Co. 


Office Publications, Inc, ......... 

Be eee 

Olympia Typewriters ...... 

Oxford Filing Supply Co. 

Ozalid Div., General Aniline & Film Corp. 
(Copying Machine) 

Ozalid Div., General Aniline & Film Corp. 
(Transfer-A-Matic) 


Paige Co. 

Paper Welder Inc. 

Parsons Paper Division 

Paterson Parchment — Co. 
Perfecopy Co. ...... 

Photek, Inc. 

Photorapid Corp. 

Photostat Corp, .. 

Pitney-Bowes, Inc, (Folder- Inserter) . 
Pitney- Bowes, Inc. (Meter) 
Pitney- Bowes. Inc, (Scale) 

Plan Hold Corp. 

Polychrome Corp. 

Port Huron Sulphite & Paper Co; 
Posting Equipment Corp. 
Precision Mfg, Co. 
Print-O-Matic Co, . 

Pronto File Corp. 
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Rapid Roller Co. 
Recordplate Co. 
Regna Cash Registers, inc. 
Rex Rotar Distributing Corp. 
Rite-Line Corp. (Copyholder) 
Rite-Line Corp. (Sure-Touch) 
Rogersnap Business Forms 
Rol-Dex bivision 
Roll-O-Graphic Corp. 
Rose Ribbon & Carbon Mfg. Co. 
Ross-Martin Co. (Seminar) 
Ross-Martin Co. (Systemation) 
Rovico, inc, 
Royal McBee Corp, 

(Carbon Paper) 
Royal McBee Corp. (Systems) 
neo Metal Mfg. Co. 
ubbermaid, Inc, 


SADA S.p.A. Duplicatori ed Affini 

S & G Enterprises, Inc. 

S & M Distributing Co. 

Saunders Mfg. Co 

Scott-Rice Co. 

Scotty Engineering Co, 

Scriptomatic, Inc. 

Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker Co 

Shredmaster Corp. 

Smead Mfg, Co. 

Smith-Corona Marchant, Inc. (Marchant) ....148, 
Smith-Corona Marchant, Inc. (Typewriter). . 218; 219 
Speed-O-Print Corp. 76 
Standard Duplicating Machines Corp. 

Standard Products Corp. 

Standard Register Co. 

Staplex Co. 

Statikil Inc, 

Stationers oe Leaf Co, 

Steger Co., 

Stein Bros. ‘Mig. Co. ern ee 
Stenocord Dictation Systems 

Stevenson & Smith, Inc. 

Storms Co. 

Supreme Steel Equipment Corp. 

Syntron Co, 


Tab Products Co, 

Teletype Corp, 

Thomas Collators, Inc. 

Tiffany Stand Co. 

Torpedo Buromaschinen Werke A. 6. 
fownsend Industries, Inc, 
Transcopy Inc, 

Underwood Corp. .................Inner Front Cover 


Vari-Typer Corp. 


SY OP Perey | ose el 180, 18! 
Venus Pen & Pencil Corp. 213 
Victor Adding Machine Co. 

Virco Mfg. Corp, 

Visi-Shelf File, Inc, 

Vogel Peterson Co, ............ 


Wassell Organization, 
Watson Mfg. Co. 
Webster Co., F. S. 
Webster Electric Co. .. 
Whiting-Plover Paper Co. 
Wilson Jones Co. 


Xerox Corp, (Office Copiers) ..... 
Xerox Corp. (Offset Masters) 


Zip-O-Riter Products 








Many bankers are complaining about drafts these days. 
It has nothing to do with the weather, but with increasing 
use of bank drafts rather than checks by large business 
firms, such as railroads, automobile manufacturers and in- 
surance companies, according to the Wall Street Journal. 

Corporate money men are discovering that there is 
money to be made by using drafts to pay and collect bills. No 
funds have to be on deposit to cover a non-check draft until 
it arrives at the issuer's bank. The bank presents it to the 
company for acceptance, and funds are then deposited to cover 
payment. This reduces working capital needs, and permits 
investing the money in interest-bearing, short-term se- 
curities. 

As if this were not enough, a second kind of draft, the 
"bulk collection," is giving bankers chills. To collect 
several hundred accumulated freight bills, a railroad gets 
permission from regular customers to send the bills, along 
with a draft on the customer's bank account, through the 
banking system. At times, these can be as bulky as a shoe box 
and require special handling at each banking station along 
the way. 

The payment then goes back, after approval, through 
the system to the creditor's bank, speeding collections and 
saving customers the trouble and expense of writing and mail- 
ing checks. However, if there is an error and the bills can- 
not be approved, the whole business is returned via the 
banks, and the whole procedure must start all over again. 

Using drafts has cut clerical work considerably, and 
enabled some companies to centralize accounting for the 
first time. The bankers state that a big fat charge is going 
to be made if business thinks it can dump its accounting and 
bill collecting on them, However, one treasurer of a large 
railroad replies that he will pay the charge, reduce his cash 
balances in banks even further, invest the money, and still 
come out ahead. 
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ifels ifels for ifels 


ireet process offset facsimile laminating... 


(spirit) Masters... 


masters... 


The all-new DITTO 


MASTERFAX 


copying... 


does 4 jobs wn 1! 


MAKES SPIRIT MASTERS IN 15 SECONDS, without 
a typing carbon, from original copy on Masterfax paper 

also from newspapers, letters, business forms. Elim- 
inates retyping, rewriting, redrawing. 


MAKES OFFSET MASTERS from image on Masterfax 
paper for high quality, long runs. Original remains un- 
changed—use it many times. Use any grade and size 
offset mat. Makes masters in about 15 seconds. 
MAKES LOW-COST FACSIMILES from any original 
newspaper clipping, letterhead, business form. Also, 
from image on Masterfax paper, makes copies on any 
weight, grade of paper—even cloth! 

PLUS FEATURE—IT LAMINATES! Covers papers, 
documents with tough, plastic coating. Protects 
against dirt, age, handling. Enhances appearance of 
papers. Costs only pennies! 


FOR FULL DETAILS AND DEMONSTRATION call 


your local DITTO Sales Representative, or mail coupon. 


Ditto 





DITTO, INC., 6898 McCormick Rd., Chicago 45, Ill. 


Gentlemen: Without obifgation, please— 


(CJ Send me full particulars on the amazing new 
DITTO MASTERFAX. 


0 Have your Sales Representative arrange a demonstration. 


NAME, TITLE__ 
COMPANY _____ 
ADDRESS 


Se 








For More Information Circle No. 
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WILL GIVE YOU SHARPER, CLEARER COPIES 


ROYAL'S ROYTYPE’, PARK LANE* CARBONPAPER is longer lasting—strengthened 
with tough vinyl pla f yntains pure carnauba wax to prevent smudge. The 
best raw mate go into Park Lane, the best carbon copies come out—no matter 
early labeled for quantity and quality. = Park 
ndard of all Roytype products—and there are 

= Call your nearby 


bbons, carbons, sten- OYA 
e can help you select 
ratior SPECIALISTS IN BUSINESS MACHINES 


For More Information Circle No. 207 























